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Now you can have 


metal office chairs 
which are 


warm to your touch 
thanks to 


STURLON, 


Almost as warm and pleasant as your 
skin—that’s the way a metal chair feels 
when it’s finished in STURLON. This extra- 
ordinary new finish (Sturgis is the only 
maker of office chairs with the rights to 
use it) adds the final touch of comfort to 
the functionally ideal steel office chair. 


The remarkable ‘“‘warmth”’ characteristic 
of STURLON is but one of several revolu- 
tionary qualities. STURLON is unbelievably 
resistant to wear normally resulting from 
scuffing and repeated bangings of chair 
against chair. Independent laboratory tests 
show its resistance to abrasion to be 10 

to 20 times greater than that of other finishes. 


STURLON is sprayed on and infra-red 
baked to a thickness about four times that 
of other finishes. This means that the 
STURLON finish will endure and continue 
to protect the metal indefinitely. 


And that isn’t all— 


STURLON ts non-corrosive—is unaffected 
by moisture, salt air, humidity and 
temperature changes. 


e Sturgis STURLON-finished chairs, both 
executive and stenographic, are now being 
shown by your Sturgis dealer in three popu- 
lar colors: metallic gray, green and walnut. 


POSTURE CHAIRS 


THE STURGIS POSTURE 


CHAIR COMPANY . s urR GIS 


MICHIGAN 
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Only PHONAUDOGRAPH has 
these built-in benefits! 

1. Privacy of dictation... other phones 
“locked out’ against eavesdropping. 
2. Unlimited listen-back . . . to all or 
any part of your previous dictation. 

3. Same-line communication with the 
operator for special instructions. 

4. Simpler push-button controls which 
anyone can use without practice! 


Telephone Pay Station, 


November. 


1953 


PhonAudograph advance features 
make dictation-by-phone practical! 


=. me 


“FULL CONTROL” TELEPHONE DICTATION 
PHONAUDOGRAPH and AUDOGRAPH (individual dictation instrument) 


sales and service in 200 U.S. cities. See your Classified Telephone Directory 
under “Dictating Machines."* Canada: Northern Electric Co., Ltd. Abroad: 
Westrex Corp. (Western Electric Co. export affiliate) in 35 countries. Made 
by The Gray Manufacturing Company—established 1891—originators of the 


TRADE MARK *‘AUDOGRAPH'"' REG. U.S. PAT. OFF. 


OFFICE MANAGEMENT 


1. You dictate over the 
special phone ...no wait- 
ing for a@ steno. 


_ Many dictators served 
by one central recorder B= 
and operator. ; Ag 


3. Letters come 
back faster for 
Signing ... time 
and work saved! 


Dictation by telephone can be the greatest money-saver in your office 
today! It cuts dictation and stenographic time in half . . . speeds corre- 
spondence . . . gives you fastest signature service. 


But experience shows that the success of telephone dictation depends 
on the key features listed at the left—features which give you “full 
control” over your dictation—assure you of all the cost-cutting benefits 
of this new method. 


These are the exclusive advance features of the amazing Gray 


PhonAudograph— proved in important installations from coast to coast. 
Mail the coupon for the complete story! 


— 
ele 
»’ 
t 


a 


The Gray Manufacturing Company t 4 
Hartford 1, Conn. 


* Please rush your new free booklet S-11 on how to save 
time, work and money with PhonAudograph dictation. 
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A NECESSITY—NOT A LUXURY. It is surprising how 
often the ultimate signing of a contract may be traced back to 
the initial impression created by a finely furnished 
office. Small wonder that the far-sighted executive 


considers such an office not a luxury...but a vital necessity. 


Macew2 fowler 


INCORPORATED 


NEW YORK BOSTON 


305 East 63rd Street 150 Causeway Street 
TEmpleton 8-5900 Richmond 2-1800 


Fine Executive Furniture in Both Wood and Steel 


OFFICE MANAGEMENT November, 1953 
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THIS being the 1953 “Office of 
the Year” Award issue, it is per- 


tinent to refer to a recent tele- 


phone call to Office Management 
from the architect of a Southern 
business firm, requesting that we 
airmail him each of the Award 


issues from the beginning. 


. In preparation for the construc- 
tion of a large new office, he and 
his client were setting out on a 


tour of all the Award-winning 


offices up and down the country 


to date, and wanted the issues 
descriptive of them for use as 
guide and reference books! 


2 DAMON 


office 
management 


Office Methods, Equipment, Personnel, and Purchasing 


Sponsor of the “Office of the Year” Awards 


november, 1953 


Volume XIV No. 11 


in this issue 
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Increased mechanization to offset personnel shortage 
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IN THE BEST PLANNED OFFICES (asia am OF COURSE 


STRETCH 
your office 


without 
touching a wall 


ae 


“eae 


You can plan for tomorrow’s 
business today, with Security CRESTLINE 
Steel Office Furniture and the CRESTLINE Office-Plan-Rule. 


For one thing, CRESTLINE Office Furniture is built to give you years 
of service. It is designed to be functional and versatile. For these reasons, 
alone, it will return rewards throughout the years. 


Secondly, when you plan your office installation using the 

CRESTLINE Office-Plan-Rule you can accurately forecast the location 

of your future CRESTLINE Office Furniture so that you will, at all 

times, receive the maximum of office efficiency. You can purchase exactly 
what you need, as you need it . . . secure in the knowledge that as your 
business grows you will be able to expand to handle it. 


sor | 
fe 
a A PP PP a. 
TI @ O12 
‘ ——_ ~~ | 
i OFFICE-PLAN- RULE — 
“ eset st Tovrea conrouanes 1 a= 3 | 
7r 


SECURITY STEEL EQUIPMENT CORPORATION ~~~ 
40 MIDDLESEX ROAD, AVENEL, NEW JERSEY 


Please send me the CRESTLINE Office-Plan-Rule and one CRESTLINE 
Catalogue without obligation. 


* 


Name 


Firm. 
Address. 
City — 


Zone State__ 
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| sions. 


New Commerce Department 
agency established 
to aid business 


A new government organization es- 
tablished to facilitate cooperation be- 
tween government and business in 
promoting economic stability and 
growth has recently been set up in the 
Department of Commerce. The new 
body is to be known as the Business 
and Defense Services Administration. 

Five departmental offices have been 
transferred to the BSDA. These are 
the Office of Technical Services, the 
Office’ of Distribution, the Field Serv- 
ice, staff functions of the Industry 
Evaluation Board, and the Office of 
Industry and Commerce, including its 
Trade Association, Commodities Stan- 
dards, and Area Development Divi- 


The BSDA will have three staff ofh- 
ces, the Office of Technical Services, the 


| Office of Small Business, and the Office 
| of Distribution. In addition, there will 


be 25 industry divisions, representing 
various types of businesses. 

Secretary of Commerce Sinclair 
Weeks, commenting on the new or- 
ganization, said, “The Business and 
Defense Services Administration is a 


| new consolidated agency, developed for 


modern conditions and geared for 
practical programs of teamwork be- 
tween government and business in 
serving the best interests of all the peo- 
ple through an organized exchange o1 
timely ideas, information, and services. 

“In addition to its functions in the 
area of defense production and plan- 
ning, it is primarily an agency designed 
to serve business, to promote the ex- 
pansion of employment opportunities, 
and in many ways to stimulate econo- 
mic growth and _ stability—thus bene- 
fiting savers, managers, workers, con- 
sumers, and the general public. 

“It will be a listening post and sound- 
ing board for bringing business infor- 
mation and business opinion on vital 
matters relating to government and in- 
dustry, including reports on business 
conditions, to the direct attention of the 
Commerce Department for appropriate 
action. One phase of all this is greater 
cooperation between the Department 


| and industry groups and trade associa- 
| tions.” 


The new department will also devel- 
op programs designed to integrate busi- 
ness and defense needs and to provide 
for rapid expansion in times of emer- 


| gency. 
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STAPLES ° PINS * TACKS 


ONE low priced Stapler that gives bigger value, longer 
service .. that never fails to work . . insist on getting the 
ACE SCOUT! Its many uses (it Staples, Pins, and Tacks) 
gives the SCOUT extraordinary value. Ask your stationer 
to show you an ACE SCOUT. See, also, ACE No. 200 
Staples and the handy ACE Staple Remover. 


SOLD THROUGH LEADING STATIONERS 


ACE PILOT ACE STANDARD ACE CLIPPER ACELINER ACE staPres ACE STAPLE 
REMOVER 


ACE FASTENER CORPORATION + 3415 NORTH ASHLAND AVENUE + CHICAGO 13 
IN CANADA e ACE FASTENER (CANADA) LTD., 1 NOTRE DAME ST., WEST, MONTREAL 
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MARSHALL FIELD & COMPANY 


contract and office furniture division 


MERCHANDISE MART, CHICAGO 54, ILLINOIS 


OFFICE ? 


Too many executives have become so accus- 
tomed to their outdated, inefficient office 
surroundings that they have given little or no 
thought to the importance of modern interior 
planning and furnishing. Modern office plan- 
ning will make substantial reductions in 
administrative overhead and help attract and 


hold employees and customers alike. 


Let Field's staff of experts assist you in 
making your office as efficient as your produc- 
tion line, and at the same time, in the best of 
taste. They will help you choose from our 
unusually wide range of carefully selected 
office furniture, floor covers, draperies, and 


accessories. 


For a few replacements or a complete new 
office, call us or visit our showrooms. See 
what other firms are doing and what you can 


do to bring your offices up to 1954 efficiency. 
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New bank vault door shown 
at bankers convention by 
Mosler Safe Co. 


The Mosler Safe Co. of Hamilton, 
Ohio, has developed a new bank vault 
door which, according to President Ed- 
win H. Mosler, Jr., “marks the greatest 
advance in bank vault styling in half 
a century.” The new door was shown 
for the first time at the Statler Hotel 
in Washington during the American 
Bankers Association convention — in 
September. 


| 


The new Mosler bank vault door 


The door was styled by Henry Drey- 
| fuss, noted industrial designer, who 
| gave particular emphasis to creating a 
| design that would harmonize with 
| modern bank architecture. Externally, 
| the door shows a massive crane hinge 
of sculptured appearance. This hinge 
is capable of carrying several times the 
actual weight of the door, which may 

| be more than 350,000 pounds in the 
largest sizes. The smallest doors weigh 
about 8,000 pounds. 


A feature of the door is the design of 
the operations panel. The pressure 
wheel, bolt-handle, and combination 
locks have been mounted for the first 
time on one panel. The “Counter-Spy” 
combination locks have been built into 
the bank door, and the combination 
numbers are on the edge of the dial 
instead of on the face. This change is 
intended to prevent the stealing of 
combinations by “snooping.” 

The day gate, which keeps unauthor- 
ized persons out of the vault during 
the day when the main door is open, 
has flat, horizontal steel bars instead ot 


the conventional round, vertical bars. 
Multipleemovement combination 
locks and “anti-concussion™ 120-hour 


time clocks control the 


door’s bolt- 
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up to 50% 4 
hand motion > 


WE KE KEYBOARD 


ee Von ad 


Waltonal’ adding niediiie 


So Sk ae 


Now, you can add and list without depressing a motor 
bar! On this new National every amount key is electri- 
fied! Simply press the keys you want to add—the ma- 
chine does it instantly! You save up to 50% hand 
motion. 

National’s “feather-touch” action makes it easier than 
ever to press two or more keys at once—-more time- 
saving! All ciphers print automatically—still more time 
saved! Operators like it—they do their work with so 
much less time and effort. 

Printed words cannot explain all the advantages of 
this “Live” Keyboard. You must see it to believe it. See 
it today! 


For demonstration phone nearest National office or National dealer 


Now! each key a its own gdtod yr bar... 


oh oe eee 


yee ge a 


“Live” Keyboard plus 8 
other time-saving fea- 
tures combined only on 
National: Automatic Clear 
Signal * Subtractions in red 
* Automatic Credit Balance 
* Automatic space-up of tape 
when total prints * Large 
Answer Dials * Easy-touch 
Key Action ¢  Full-Visible 
Keyboard, Automatic Ciphers 
* Rugged-Duty Construction. 


now you 
can forget 
the motor bar! 


TRADE MARK REG. U 6. PAT. OFF 


THE NATIONAL CASH REGISTER COMPANY, pvavron 9,0n10 
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SAVE up to 55% 


on Active Record Costs 
with ROL-DEX* by Watson! 


__—_ 


Modern, efficient ROL-DEX installation in the office of a busy insurance 


established 1887 


company. 


Here’s How You Benefit: 


Records roll to the seated operator on silent ball bearings. 


All records are within arm's length of the seated operator. 


ROL-DEX' ease of operation cuts down fatigue and reduces the 


chance of errors. 


Clerks like to use ROL-DEX machine-filing units. Operators stay 
on the job and you save turnover costs. 


Transfer your present records to ROL-DEX. No new forms to buy; 


nothing to retype. 


Whether you require one or many units, ROL-DEX is built to fit the 
job that you want done. 


7 


NO 
SQUATTING 


: NO 
> WALKING 


mS 


*Pat. and Pats. 
Pending 


WATSON MANUFACTURING CO.., Inc. 
Rol-Dex Division, Dept. G-3 
Jamestown, New York 


Please send me information about ROL-DEX record 


units. 

Company 

Name .. Title 
Street .... Zone 
City State 


Watson also builds a complete line of filing cabinets 
and courthouse, bank and hospital equipment. 


10 
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work. The combination locks are capa- 
ble of 100 million changes. 

In addition, a special relocking de- 
vice protects the locking bolts auto- 
matically should explosives or other 
external violence be used against the 
door. 


L C Smith changes name to 
Smith-Corona Inc. 

L C Smith & Corona Typewriters 
Inc. changed its name to Smith-Corona 
Inc., effective October 15. 

The new name was chosen because 
it is shorter and easier to write, and 
because it is felt that it takes account 
of the fact that the company makes 
other products besides typewriters. 
Moreover, the company believes that 
the new name will be easy to remember, 

There has been no change in the 


company’s management, corporate 
structure, or personnel. 
Smith-Corona Inc. manufactures 


office and portable typewriters, adding 
machines, cash registers, office machine 
supplies, ‘Vivid” hectograph duplicators 
and supplies, and a line of supplies for 
liquid and gelatine duplicators. 


Supervision problems to be 
discussed by AMA 

A special conference on how to im- 
prove supervision in business and in- 
dustry will be conducted by the Amer- 
ican Management Association at the 
Palmer House, Chicago, on November 
30th and December Ist. About a thou- 
sand executives are expected to attend. 

Among the subjects to be discussed 
are problems in selecting and develop- 
ing supervisors; the relationship of su- 
pervisors to management, with respect 
to their responsibilities and actual per- 
formance; surveys of working condi- 
tions, gripes, and satisfactions; compen- 
sation and morale-building. 

The Association will also exhibit a 
variety of company forms, charts, and 
other material related to the subject. 


Office management group 
to meet at Maryland U. 

Areas Two and Three of the Nation- 
al Office Management Association will 
hold their Sixth Annual Office Manage- 
ment Training Conference at the Uni- 
versity of Maryland, College Park, Md., 
from November 19th to 21st. The regis- 
tration chairman is Dr. A. S. Patrick of 
the College of Business and Public Ad- 
ministration of the University. 
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See How OZALID Copies 
Speed Order Handling! 


Ozalid copies are slashing costs by elimi- 
nating retyping . . . proofreading .. . 
costly errors! The efficient, desk-top 
Ozamatic machine makes direct copies of 
order forms, letters, invoices, charts or 
practically anything typed, written or 
drawn on ordinary translucent paper. 
Your first copy is ready in seconds—clean, 
dry and read y-to-use—or up to 1,000 copies 
in an hour at a cost of 1!2¢ each! 


Ozalid Copies of Original Handwritten Order 


Speed Up Work in All These Places! 


Stock Room for filling 
orders for shipment. 


Customers, in acknowl- 
edgment of orders. 


Inventory Control 
Department, for an 
up to date record. 


Billing Department, 
for customer invoices. 


Accounting Department, Sales Department, 


~“ALID, 
for record of sale. | me I Anili 


Cut Copying 
Costs ...use 


Johnson City, N. Y. A Division of General Aniline & Film Corporation. 
“From Research to Reality.” Ozalid in Canada— Hughes Owens Ltd., Montreal. 
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Shipping Department, 
for packing slips 
and labels. 


Send coupon for full details, or call the 


Ozalid distributor listed in the classified pages 


of your directory under Duplicating 


—?. or 4 “ 3 
ihe ” x a Ph ie a, 
“aol i. +e ae Bh. “a. “a 4 P Sak 
Seen 3 km a EEF ihe 
slat BA i got aa Toe fe oa o Wake 6, Se / > hie 
9 Se ec a bis: 
ie ames ~ Bee Bf med oe eet | fe gr vis 
a. a2 Stes f= ce i, eae NS Gres he ‘ 
- rae : ie "i et yee i ee ar i “1 
rq Mtn, \inen ee er a See ay 
4 tS Pa ae . 
Bi ccoe x 
a? ae : sgye 
q » 
at * 
ae 
ea 
ty 
¥? 
be 
- 5 
. 8 ,, 
ante 
' + als 
mae ae 
4, tie 
4 Z 
. NF ony 
A om \ 6 CS a Bat 
4 é a i , Bee di ue Beate on hy fs ge oF ho 
; Oe Le ue « ‘ 
Bee * ~ Ce way 
a5 : = . ie 
: roo P ais bi 
‘a a S ; i." 
= . “i 
} o Si Fi: so’ oi “% e - ' rm 
Ps ee ee. ay “ye ve , ‘Ty 
ie % | oh tz a eee 41 pH ee Fy 
4 ss \ oe — Vlg - Oe : 
; +E ee Se .) 
> 4 hag Ay: R = ae - : 
a en ae y ‘ ——— — ea 
od en - tn aie | § bo 
2 ee 4] > ae a] 4 
, pe eo PS aa see t ry 
> *. a ‘5 Ae ‘ae to: 
; oe aaa 4 + 
: a | _ 
‘ Mp ; » } 
- , ' a ae Ao ee 
ye yb 
¢ 59 ahh. oe a : ? 4 Bie 3 Pigs. ee 
: Ee ges Ane f ee eee ra eS ae eet 
| ee ee = ee 
‘ Bani $A Bask i) eee - é , 
’ oe di Me wees ; i 
‘ ; 3 Bp iat % AG 1 es 
Mas ae" . briny 2 
ee | ; 
= i 
a 
® — —) ae ie! 
hae pe 3 : 
é ~— ~ = ; 
—~-/ . ee : 
008 ong Sa 
a +. 
i — ag | 
— as —.., Equip : = 
hee, Peee, =. . . 
=~ ed jn . i aie 
.. hie 
= hE pr. OMG Lett 
oe ne & Film Corp. oeize 
- 1. N.Y. [ | 
a Ss . | Gentlemen: Please Send me fyjy information | ss * 
©8008 pag a ©n your Ozamatic Machine, al f 
i ae ae I N at. 
=~ 2 Ss. ame ’ % 
=: receivable file | | 4¢ 
I Com Pany | h 
| Position | ei) 
! City . 
(dc. =e hal Check the Application of Greates, Interese. ' 
F 7 | 0 Accounting I ie 
, fl 0 General OC Order Handling ! . 
, : é 
o £ 
ra. i ] a 
: i ll i a 
' Ate 
carts ae ae tee. @ Fu i 
+ abs aS , 4s rH "yg ¥ 
m4 "7 - oy. ‘ 
tS Se | Fee Pisin s ee : : 
. , ~ A ied br Kh fc’ a agai é 3 cy Seeks a We 
Soe a a ae ee Te. od Pd alee 
a fh. ae Het Sao Beast nny = oR. ey oe Soo ees core 
he 2 are ‘. oa b Oey thn eer Bae ee a WS os. s a 
=: S ates ci io Pe Pee fe ae ¥ 
ie ae saps ; ee, ae ee) af ds ee ne 
— ae - ss wy ior 3 > re , a 3 ee » Stabe tie tae 
A Sn. ; a A ay . Bees mr pe Fe «te at * 7 ee i 
ab ‘a ‘ : i ee tr Ps 
Pas ~ > aa ; P ae ‘ 
a si, a j i : 


Carbon-Feedmaster attachments for carbon 
feed control are now available for all type- 
writers and for IBM electric accounting 
machines. Ideal in preparing master sheets 
for fluid process duplicating machines. 
Through use of a Feedmaster Carbon Roll 
and continuous Feedmaster Forms, handling 
of messy carbon sheets and ribbons is elim- 
inated. Clean, crisp masters and perfect 
copies are produced in less time. Carbon 
cost is cut 80% or more! 


Carbon feeding is controlled independently 
of form feeding. Each line space of carbon 
is used, regardless of how writing is spaced 
on the original. Feeding and re-winding of 
the inexpensive carbon rolls is completely 
automatic. Carbon feeds one-sixth inch 
for each line typed. No carbon is fed 
when line-spacing or ejecting form. No 
unused carbon is ever wasted! 


Investigate Carbon-Feedmaster now! See this remarkable 
equipment demonstrated. Write for illustrated literature. 


CARBON-FEEDMASTER CO. 


EUREKA, ILLINOIS 
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Average executive reads 
at rate of 6th grader, 
says survey 

The reading rate of the average 
American business executive is 263 
words a minute, according to Steven 
Warren, director of the Foundation for 
Petter Reading. Not only is this a slow 
and inefficient pace, says Mr. Warren, 
but the typical executive comprehends 
less than 75 per cent of what he reads. 

These figures were derived from 
tests given by the Foundation to 2,000 
top level executives from 100 of the 
nation’s leading business and industrial 
firms. Forty company presidents were 
included in the survey. 

Says Mr. Warren, “The business 
executives’ average reading speed of 
263 words a minute is about equal to 
that of any normal sixth grade student. 
The mechanics of reading are based on 
habit rather than intelligence, and most 
people reach their top reading speed 
and comprehension ability by sixth 
grade, as reading habits are formed by 
this time.” 

The Foundation for Better Reading 
has developed a home study reading 
program specifically geared for busi- 
ness and industry. Its purpose is to 
teach executives to read faster and with 
more comprehension. Its central offices 
are in Chicago, at 100 East Ohio St., 
but it has field representatives in large 
cities throughout the country. 

According to the survey, the slowest 
executive trained by the Foundation in- 
creased his reading speed from 90 to 
390 words a minute. The fastest devel- 
oped a reading rate of 3,600 words a 
minute. 

The Foundation claims that the 
2,000 executives showed an average in- 
crease in their reading speed of 119 per 
cent and an increase of ten per cent in 
comprehension. “The amount of 
money saved by these firms whose ex- 
ecutives have taken the course is con- 
siderable,” said Mr. Warren, “as the 
men are able to devote more time to 
the other requirements of their jobs, 
since they spend less than half the time 
they formerly spent for their reading 
needs.” 


Cullom & Ghertner holds 
training conference 
Typical of the techniques employed 
by modern business organizations to 
improve the quality and efficiency of 
their services to the public was the 
three-day training conference recently 
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PRESIDENT’S OFFICE: Sofa cover and draperies 
a textured fabric in coral, lime, brown. Walnut 
chair covers are of brick pink glazed leather. 
Decorated and furnished by W. & J. Sloane, 


Contract Division. 


LOBBY: Built-in, foam rubber seating in 
green tweed; textured gauze curtains 
brick pink on beige ground. Decorated 
and furnished by W. & J. Sloane, Contract 


Division. 


VICE PRESIDENT’S OFFICE: Conference-type 
desk, cabinet and arm chair in dark walnut; 
glazed brick pink leather covers; curtains, lime 
green modern design on white. Decorated and 
furnished by W. & J. Sloane, Contract Division 


BOARD ROOM: Dark walnut table, match- CAFETERIA: Yellow, green and brown predomi- 
ing chairs with brick pink glazed leather nating colors. Table tops yellow, chair seats green 
seats. Wattled walnut paneling in light plastic. Draperies have hollyhock design. Deco- 
pickled finish. Decorated and furnished by rated and furnished by W. & J. Sloane, Contract 
W. & J. Sloane, Contract Division. Division. 


Bringing offices, production and warehousing facilities under one roof 
for the first time in 74 years, permitted The Mennen Company to carry out 
two unusual procedures, both of which contributed importantly to the Award 
as Office of The Year. One was the solicitation of planning suggestions from 
employees; the second an extensive use of colors in offices—and plant—to pro- 
vide cheerful, as well as efficient working quarters. 


The result is a fine balance between comfortable, attractive surround- 
ings and working efficiency. The fine taste exercised in decoration and furnish 
ing of the executive areas and the cafeteria extends throughout the offices and 
is carried, so far as possible into plant areas. Spacious, light, colorful, Mennen’s 
Award Offices prove the wisdom of their planning and decorating. 
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Mennen Company Wins 
Office of Year Award 


Offices of The Mennen Com- 
pany in its new plant, Morris- 
town, N. J., were chosen as the 
Office of the Year for those 
having fewer than 500 em- 
ployees. In planning the Com- 
pany consulted its office staff 
and their suggestions, so far as 
practicable, were incorpora- 
ted. Thus, while contributing 
to efficiency of operation em- 
ployees find their new sur- 
roundings comfortable, pleas- 
ant, attractive. 


Gay Colors Are 
Used Throughout 


Realizing that quality of work 
is influenced by environment, 
the Company determined to 
make the offices—and plant— 
inviting, cheerful and efficient. 
Light, gay colors are used ex- 
tensively throughout the 
building. Executive offices and 
cafeteria are conservatively 
modern in style. Walnut pan- 
eling is much employed. Of- 
fice furniture is dark-finished 
walnut. Glazed leather in a 
brick pink color covers chairs. 


Bright Hues in 
Fabric Designs 


Interesting designs in bright 
hues distinguished sofa cover- 
ings and draperies. One wall 
of the cafeteria is covered 
with plastic-covered washable 
paper in a bamboo trellis de- 
sign with caladium leaves. 
Draperies, floor to ceiling, bear 
a hollyhock pattern in har- 
monizing colors,yellow,brown 
and green predominating. 


Utmost Comfort For 
All Employees 


Ample working spaces are day- 
lighted without glare; fluores- 
cent lighting supplies artificial 
light. Offices and much of the 
plant are air conditioned. The 
building has been described as 
“neither a machine nor a pal- 
ace... a happy place in which 
to work.” Lobby, executive of- 
fices and cafeteria were dec- 
orated and furnished by 
W. & J. Sloane, Contract Divi- 
sion, Fifth Avenue at 47th 


Street, New York 17, N. Y. 
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Finger grip never touches 
ink. No chance for ink to 
touch you. : 


@ Fountain base “‘ink- 
locked” against acci- 
dental spillage. Only the 

pen unlocks the ink. 


Fountain base holds 40 
times more ink than 
ordinary fountain pen. 
Won't leak. Won't flood. 
Easy to clean as a saucer. 


Model 444 


Here’s a desk pen that’s always ready to 
write the instant you pick it up—a full 
page or more without redipping. Pen auto- 
matically fills itself from ink fountain in 
the base. Fountain base needs filling only 
4 times a year in normal use. 


ASK YOUR STATIONER FOR A DEMONSTRATION Ry 
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DESK PEN SETS ZA 


THE ESTERBROOK PEN COMPANY, CAMDEN 1, NEW JERSEY 
The Esterbrook Pen Company of Canada, Ltd. 
92 Fleet St., East; Toronto, Ontario 


COPYRIGHT 1953, THE ESTERBROOK PEN COMPANY 


satis Be3 Sie 


Pir weer ae 


SS ae ee oro eee 
a a ae bet eS nee 


See 


ONLY A FEW OF THE MORE 
POPULAR POINT STYLES SHOWN 


OFFICE MANAGEMENT 


conducted by the Cullom & Ghertner 
Co., nationally known printers and 
lithographers. 

The conference was held at Mont- 
gomery Bell State Park and Inn near 
Dickson, Tenn. Sales personnel worked 
and heard lectures fourteen hours each 
day for three days, learning new tech- 
niques and improving standard meth- 
ods. 

The firm was founded in 1906 by 
Simon Ghertner and J. A. Cullom, and 
has grown into an organization with 
offices and representatives in Chicago, 
New York, Cincinnati, Pittsburgh, 
Dayton, Louisville, Memphis, Wash- 
ington, D. C. and Greenville S$. C. It 
has plants in Nashville and Adianta. 

Simon & Ghertner has its main offices 
at 600 21st Ave. N., Nashville 4, Tenn. 


Contest on photocopying 
methods announced 


A contest for the best 


effective uses of photocopying tech- 


reports on 


niques in business and industry is be- 
ing conducted by Peerless Photo Prod- 
ducts, Inc., Shoreham, Long Island, 
5 Bie F 

In each of three months the com- 
pany will award either a Zeiss Contessa 
35 mm. camera with a Tessar f/2.8 lens 
or a Zeiss Ikoflex Ila reflex camera with 
a Tessar f/3.5 lens to the writer of the 
best report. Other will be 
awarded to second and third place win- 


cameras 


ners each month. 

The contest is intended to develop 
interest in the many new uses of photo- 
copying. Both the new “transfer proc- 
ess” and the older “darkroom” tech- 
valuable in 


niques considered 


offices, factories, and laboratories, and 


are 


the purpose of the competition is to 
bring to light new applications of these 
methods. 

Contestants should write a letter de- 
scribing how his company uses copy- 
ing cameras, printers, and sensitized 
paper or cloth, and how their use bene- 
fits the company. While originality of 
the method is considered important, 
greater weight is given to the signifi- 
cance of the result in the company’s 
operations. 

The letter should state the details of 
the process exactly and describe spe- 
cifically how the technique works to 
the advantage of the company. No 
entry blank is required, and a contest- 
ant may submit as many reports as he 
wishes. Details of the contest are avail- 
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First Wisconsin National Bank, Milwaukee, 
Wisconsin. Leopold Installation by S. J. 
Olson Co., Milwaukee, Wisconsin. 


Enjoy a modern office, designed around 
Leopold furniture of distinction, for beauty, 
convenience and greater efficiency. 
Your Leopold dealer provides the plus service of 
complete office-planning assistance. His counseling 
service can be invaluable in selecting color schemes, DEALERS PROVIDE 
lighting, sound proofing, drapery, floor coverings COMPLETE 
that complement your office . . . giving it a relaxing, OFFICE-PLANNING 
“living room” atmosphere that lowers tensions 
and raises personal production. SERVICE 
AT 
A modern office pays for itself many times over. NO EXTRA COST 


Write for the name and address 
of your nearest Leopold dealer, today. 


Uy Member: Wood Office Furniture Institute 
11 geold wwurini™ ° 


BURLINGTON, IOWA 
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able from Peerless or from its distribu- 
tors. 

Entries must be postmarked not later 
than November 10 for the second 
month of the contest, or December 10 
for the third month. The first contest 
closed on October 10. It is expected 
that the winning reports will be pub- 
lished at the close of the contest as a 
portfolio of modern photocopy practice. 


NOMA conference scheduled 
for Houston this month 
The Dixie Conference of the Na- 

tional Office Management Association 


will take place at the Shamrock Hotel, 
Houston, on November 9th and 10th. 


Mr. R. L. Lucas, general chairman of 
the program committee, announced 
that the conference would emphasize 
six key management factors: human 
relations, machines, communications, 
forms control, work simplification, and 
public relations. 

Among the speakers will be Charles 
Fleetwood, vice president of Pruden- 
tial Insurance Co., Houston; J. C. 
Hodges, General Secretary of Corpo- 
rate Movements, of the Canadian Na- 
tional Railways; Allan H. Mogensen, 
consultant on office work simplification, 
of Lake Placid, N. Y.; Frank M. Knox, 
president of the Frank M. Knox Co., 
Inc., of Cleveland; Dr. A. Q. Sartain, 
chairman of the Department of Psy- 


chology at Southern Methodist Uni- 
versity; J. W. Birkenstock, director of 
the product planning and analysis de- 
partment of IBM, New York; and John 
L. Mortimer, director of public rela- 
tions for U. S. Steel Corp., Houston. 

A three-day exposition of office ma- 
chinery and equipment will be held. 


Coming Events 


THE CROWN 
LINE OF 
MARKING 
DEVICES 


There is a Crown marking device for 


Any marking Problem 


For the best in marking devices insist 


on the Crown Line. 


Write today for 100 page 


illustrated catalog 296; it’s 


FREE! 


80 DUANE STREET 
NEW YORK 7, N. Y. 


OFFICE MANACEMENT 


National Office Management 
Association 
Nov. 9-11 
Fall Conference and Exposition 
Shamrock Hotel, Houston 
a 
Refrigeration Equipment Mtrs. 
Association 
Nov. 9-12 
All-Industry Refrigeration & Air 
Conditioning Exposition 
Public Auditorium, Cleveland 
& 
American Management Association 
Nov. 12-13 
Insurance Conference 
Drake Hotel, Chicago 
* 
American Management Association 
Nov. 18-20 
Finance Conference 
Hotel Roosevelt, New York 
= 
University of Maryland 
National Office Management 
Association 
Nov. 19-21 
Sixth Annual Office Management 
Training Conterence 
University of Maryland 
College Park, Md. 


o 
American Vocational Association 
Nov. 23-28 
Forty-Seventh Annual Vocational 
Convention 
Conrad Hilton Hotel, Chicago 
. 


Institute of Radio Engineers 
Association for Computing Machinery 
American Institute of Eelectrical 
Engineers 
Dec. 8-10 
Computer Conference and Exhibition 
Statler Hotel, Washington, D. C. 
e 
National Association of 
Cost Accountants 
Apr. 20-23 
Seventh Annual Southern California 
Business Show 
Biltmore Hotel, Los Angeles 
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hy...¢ Massachusetts Mutual 
redecorated with }" Goodall Casement Curtains 


‘The Massachusetts Mutual Life Insurance Co. of Spring- 
field, Mass., wanted window coverings that would enhance 
both the interior and exterior of their office building. They 
chose Goodall Casements for appearance plus these out- 
standing advantages: 


* 
Richer Beauty. Goodall Casements come in a 
wide variety of weaves, colors, and textures . . . give the 
soft, pleasing effect of draperies. 


This executive office typifies the air of distinctive ele- ‘ 

gance and richness Goodall Casements create. Temperature Control. Goodall Casements 
are highly reflective . . . bounce back the sun’s heating 
visible and infra-red rays. This eases the load on air-condi- 
tioning systems . . . helps regulate the temperature in 
non-air-conditioned rooms. 


e . 
Light Control. Goodall Casements diffuse sun- 
light into soft, glareless light that helps provide better 
working conditions at maximum distance from windows. 


Noise Control. Goodall Casements absorb noise 

unlike hard, flat-surfaced window coverings. The 
sound of office machines, ringing telephones, voices . . . 
all are perceptibly muffled. 


The Policy Department’s efficiency owes much to sound- 


absorbing, light-diffusing Goodall Casements. Longer Wear. Because Goodall knows that no 
single fiber gives all the benefits needed, Goodall Case- 
ments are Blended-to-Perform. That means they are com- 
posed of a variable blend . . . Angora Mohair, rayon, 
acetate, cotton ... fibers chosen for their greater durability 
and lasting luxury. 


. . 
Easier Maintenance. Dust virtually slides off 
the smooth surface of Goodall Casements. They resist 
wrinkling, stay fresh longer. And they can be washed or 
dry cleaned thanks to multiple processes that minimize 
A close-up in the above shrinking, sagging, stretching. 
Policy Department shows 
how Goodall Casements 
lend office windows a et 
look of softness and mod- For specific 
ern beauty. information write: 
: Goodall Fabrics, Inc., 
Casement Div., 
525 Madison Ave., 
New York 22,N. Y. 


©1953, Goodall Fabrics, Inc., Subsidiary, Goodall-Sanford, Inc. (Sole Makers of World-Famous PALM BEACH® Cloth) *Registered Trade Mark 
GOODALL FABRICS, INC. new yorK « BOSTON « CHICAGO « DETROIT « SAN FRANCISCO « LOS ANGELES 
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Quote and Unquote 


Neenah Boxed 
Typewriter Papers 


The human approach 

Edward L. Meyerson, New York: 

“One of the chief functions of man- 
agement is to afford incentive to its 
personnel so that the latter is encour- 
aged to maintain a constant interest 
and loyalty to the company. This en- 
couragement, at a minimum, should 
never cease to be a warmth of leader- 
ship—undeniably, when conditions do 
not permit a monetary increment, an 
economical yet effective attitude in co- 
ordinating management and worker in 
the common cause of enterprise. 


THERE’S A REASON FOR 


“Management which lacks the human 
approach is instrumental in creating 
and maintaining an atmosphere of sev- 
erity and strain, which is too often ex- 
plained away by attributing it to the 
nature of business. The human ap- 
proach is the exact opposite of the type 
of management which neglects the 
common courtesy of a pleasant greeting, 
a soft spoken and unhurried discussion 
oc a matter on hand, an appreciation 
ot technical know-how, an avoidance 
of hasty and harsh condemnation and 
a demeanor of distrust. 


“The financial safeguards and in- 
ternal checks of management should 
be assured to the fullest extent; equal- 


When valuable records must be 
kept permanently or when important 


ideas or statistics must be presented 


in an impressive manner, no paper can equal the 


enduring beauty of a fine rag 
content paper made by Neenah. 
Your authorized Neenah 

Dealer has Neenah Fine Business 
Papers with from 

25% to 100% new cotton 

fibers. They are 

air-dried and tub-sized for 

a more luxurious writing and typing 
surface. For your convenience, they 
come in attractive, easy-to-use 
boxes of 500 sheets. 


And for other quality office supplies, you 


can rely on your Neenah Dealer for the very best. 


Matching envelopes available 
in all grades of 
Neenah rag content bonds 


NEENAH PAPER COMPANY 
NEENAH, WISCONSIN 
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ly, the loyalty and goodwill of em- 
ployees should be strengthened by the 
pattern that inspired leadership pro- 
vides. 

“The financial reports of business 
most certainly reflect either the good 
quality of Auman employer-employee 
relationship or a glaring neglect of it.” 


“Office Management Week” 
honors Chicago OMA’s 
silver anniversary 


To commemorate the twenty-fifth 
anniversary of the founding of the 
Office Management Association of Chi- 
cago, Mayor Martin H. Kennelly pro- 
claimed the week of October 18th 


OMAC’s President A. H. Dorstewitz 
and Chicago’s Mayor M. H. Kennelly 


through 24th as “Office Management 
Week.” 

The silver anniversary celebration 
began on October 22 with a Founders 
Day banquet at the Bismarck Hotel. 
The featured speaker was Col. Philip 
F. La Follette, who has three times 
been governor of Wisconsin, Col. La 
Follette spoke on “A Fundamental 
Sound American Policy.” 

The Office Management Association 
of Chicago began on October 24, 1928, 
as an office managers’ club. The orig- 
inal group was founded by forty busi- 
ness men and women. Later it became 
the first chapter to affiliate with the 
National Office Management Associa- 
tion. 

President Alfred H. Dorstewitz said 
that OMAC today has 603 members 
representing practically all commercial 
and industrial companies in the greater 
Chicago area, 
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We have a full line © 
of proposal covers § 
in Leatherette and 
other finishes. Em- | 
bossed with or with- 
out border and Title 
Plate, also available 
with Acetate win- @ 
dows in place of 
Title plate. 


Furnished in two @ 
styles with or with- § 
out fasteners. 


Five different price , 
lines for every cus- a ‘ Roun : 
tomer requirement. 


a . . ~ 


The especially designed built-in double tongue 
fasteners with metal eyeleted binding eliminates 
loose staples. This insures firm and neat com- 
pression. For sale by stationery stores everywhere. 
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“IT GROWS AS NEEDED” 
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*ILLUSTRATED 
THE ALPHABET- 
ICAL WAY. READS 
LIKE A BOOK 
LEFT TO RIGHT. 


SMEAD’S 
TELL-I-VISION SYSTEMS 


FILES CORRESPONDENCE 5 WAYS 
ALPHABETICALLY 


NUMERICALLY 
GEOGRAPHICALLY 
CHRONOLOGICALLY 
OR BY SUBJECT 


Let us discuss your filing problems with you. 


: THE Sinead MANUFACTURING CO., INC.-HASTINGS, MINNESOTA 
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Make every step safer with floor waxes improved 


HERE’S HOW “‘LUDOX”’ ADDS 
SLIP RESISTANCE : 


“Ludox” is colloidal silica—tough, trans- 
parent particles of minute size. Under the 
pressure of a footstep, these particles are 
pushed into the larger, softer wax particles. 
This action absorbs much of the foot’s for- 
ward-moving energy —reduces the possibility 
of slips. 
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with anti-slip LUDOX 


The luster of freshly waxed floors in your building need no 
longer be a warning of slippery footing . . . because floor waxes 
improved with anti-slip ““Ludox” have a unique snubbing ac- 
tion that gives added traction underfoot. These wax films offer 
even greater hardness than ordinary waxes! 


With all these extra advantages, properly formulated waxes 
containing Du Pont “Ludox”’ retain the basic properties of high 
gloss, water resistance and leveling. Why not see for yourself 
how much safer your floors can be? Call your maintenance man 
today and have him try a wax improved with anti-slip ““Ludox.”’ 
He can easily get a sample from your wax supplier. 


If your supplier does not have wax containing “Ludox,” 
write Du Pont, 4147-E Du Pont Bldg., Wilmington, Del. 


LUDOX 


COLLOIDAL SILICA 


REG. U. 5. PaT. OFF. 


BETTER THINGS FOR BETTER LIVING... THROUGH CHEMISTRY 
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Bigelow Cushionlok* carpet absorbs up to 90% 
of floor noise... deadens echoed noise, too! 


There’s really no excuse for a noisy office today! 


The clatter of footsteps, the chatter of voices, the din of machines 
can be hushed to peaceful quiet so easily and so effectively with 
Bigelow Cushionlok carpet. 


This handsome, durable, new, acoustical carpet has such a high 
sound-absorption coefficient that often no further acoustical treat- 
ment is necessary. 


Quick, easy installation! Bigelow Cushionlok can be installed dur- 
ing the regular business day. It requires no cushion lining (it has its 
own cushion built in). It can be cut in any shape, pieced and re-laid. 


Saves over 73% on maintenance! Statistics show that the average 
cost of maintaining hard-surface flooring is about 60¢ a foot annual- 
ly as against 16¢ a foot for Cushionlok carpet. Figure the number of 
square feet in your office and see how Cushionlok pays for itself. 


Send for sample! Write on your business stationery to Dept. AA, 


140 Madison Avenue, New York 16, N.Y. 


*Reg. U.S. Pat. Off, 


Bigelow 
Cushionlok 
Carpet 


For Better Acoustics 
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editorial 


Twenty-four offices age 


WITH the presentation of the “Office of the Year” Awards for the current 
year, there are now twenty-four American offices which have been honored by 
Office Management tor outstanding achievement in design, layout, and func- 4 
tion. 

The six new offices which each year for the past four years have been se- 
lected as representative of the best in current efficient office planning have, 
Office Management believes, accurately reflected the major trends of evolution 
of the American office as a center of management, control, and direction. 

The modern office is almost wholly an American concept, and one of com- 
paratively recent birth. “In the country’s early days, inspiration for the office 
came from England, as in so many other matters, and it was not until after 
our Civil War that offices here began to differ noticeably from those overseas, 
and American ingenuity found a new outlet in the planning and construction ae 
of offices to take care of the needs of swiftly expanding commerce, industry, 
and government. 


For many a year now, American offices have been setting the pace for the 
offices of the rest of the world, pointing the way in most practical fashion to 


ee . ‘ A alk Js 
more efhicient accomplishment of tasks essential to economic and _ political Cup! 


5 ae a. 
progress. In these days when the existence of civilization itself is dependent * 
on such progress, the owners of a notable new office can take pride in the fact 


that quite aside from serving their own private interests they are contributing 


something by powerful example to the cause of world peace and stability. 
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**... not the common man, but the uncommon man, is the 


only man democracy is interested in, It has no interest 
| in the common man except as he has the privilege— 
ai and is free to become—the uncommon man. 
i “We need uncommon men now. We need uncom- 
NX mon men as we have never needed them before.” 
a Frank Lloyd Wright, speaking before the “Office of 
a the Year” Awards luncheon, New York, October 20 
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“Office of the Year” Awards—1953 


In the pages immediately following, in pictures and text, are the stories 
of the six offices honored in the 1953 “Office of the Year” Awards, based 
on the results of a survey taken annually by Office Management among 
members of the American Institute of Architects, American Institute of 
Decorators, and the Association of Consulting Management Engineers. 

These are the offices adjudged outstanding with respect to design, 
layout, and equipment among the new American offices completed in 


the year ending June 30, 1953. 


“Office of the Year” Award 


For offices employing more than Soo persons 


Offices of the Aluminum Company of America 
at Pittsburgh, Pa. 


(Architects: Harrison and Abramovitz: associ 
ates, Altenhof and Bown, and Mitchell and 
Ritchey ) 


For offices employing less than Soo persons 


Offices of The Mennen Company at Morristown, 


Nw. 5. 


( Architects: A. M. Kinney, Inc.) 


Awards of Merit 


For offices employing more than Soo persons 


Louviers offices of E. I. du Pont de Nemours 
& Co. at Newark, Del. 


(Architects: Voorhees, Walker, Foley and 
Smith) 


Offices of The Texas Company at New Orleans, 
La. 


( Architect: Claude E. Hooton) 


For offices employing less than Soo persons 


Offices of Associated Grocers Co-op at Seattle, 
Wash. 


( Architect: Robert Hugh Ross) 


Offices of the Brown Shoe Company at St. Louis, 
Mo. 


(Architects: Russell, Mullgardt, Schwarz, Van 
Hoefen) 


Suppliers’ list for Award-winning offices appears on page 74 
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The noted architect speaking at the annual Awards luncheon 


Frank Lloyd Wright guest speaker as 


Nation’s top new offices receive awards at 


annual “Office of the Year” luncheon 


SIZE for its own sake, standardization, group repression of 
the individual, exaltation of the “common man” were at- 
tacked by the famous architect, Frank Lloyd Wright, at 
the fourth annual “Office of the Year’ Awards luncheon, 
held at New York’s Waldorf-Astoria Hotel on October 20. 

Mr. Wright was the guest speaker at the luncheon, where 
silver plaques symbolizing First Awards as “Offices of the 
Year” were presented to representatives of the Aluminum 
Company of America in the large office category, for its new 
Pittsburgh office, and the Mennen Company, in the smaller 
office division, for its new headquarters at Morristown, N. J.. 
by Donald McAllister, general manager of Geyer Publica 
tions. 

Bronze plaques were given by Mr. McAllister to two 
Award of Merit winners in each division—E. I. du Pont de 
Nemours and Company for its Louviers Building at New 


Speakers’ table (left to right) Jerry H. Young; Lewis P. 


Mr. Wright: Mr. MeAllister; W. G. Mennen. Jr.: HL. 
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ark, Del., and The Texas Company, for its branch office 
building in New Orleans, in the large office division; the 
grown Shoe Company, for its new headquarters in Clayton, 
Mo., and the Associated Grocers Co-op, for its office in 
suburban Seattle, in the smaller office category. 

Citations were presented to the architects who designed 
or were associated in the planning of the award-winning 
offices. 

In his talk, Mr. Wright said that his views made him feel 
like Daniel in the lions’ den, among a group containing 
representatives of so many of America’s leading corporations. 

“My feeling here today,” he went on, “is that I am really 
here to celebrate the fall of the Republic. I don’t know this 
as a certainty, but I want to say to you what I believe to be 
true—that it is only the individual quality of our country 


(To page 28) 


Favorie; Thomas V. Muphy editor, Office Management: 
M. Patton, Jr.; W. W. Mellen; and E. R. Filley. 
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Donald McAllister, general manager, Geyer Publications, presents First Awards to W. G. Mennen, Jr., 


(reit) tor tne mennen Companys, aaa wewis 6. Pavovite tor A.coa. 


Scenes at the luncheon 


were) |.) eee 
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Company representatives receive the Award of 


MeAllister. (Left) W. W. Mellen, of du Pont; 


as a democracy that is going to save us from destruction. 
The atom bomb is in the hands of little men. Mediocrity 
has risen to high places, In spite of all our past, we are today 
at the mercy of little men. 

“Our forefathers faced the same problem,” Mr. Wright 
declared. “They solved it. They knew they were letting 
loose something that had never been let loose before—the 
ability of an individual as an individual. The individual, 
per se, is the ultimate thing by which society at large will 
stand or fall. 

“Of course, we have seen that concept emasculated. We 
have seen the whole Constitution emasculated. We have 
seen democracy taken away from the states, the federaliza- 
tion of everything, and now we see the whole process being 
repeated in business. What is happening? Isn't it the same 
thing? Aren’t you glorifying the individual, and yet putting 
more and more emphasis on the centralization of the indi- 
vidual ? 

“I know as an architect that nothing great was ever pro- 
duced by a committee meeting or a committee except as 
that committee was somehow engineered—or shall we say 
directed or inspired?—by some individual. It is only from 
the individual that whatever is going to save us and develop 
us as a democracy can come—that is what the Declaration 
of Independence meant. 

“And of course we have to realize that we must have a 
new definition of what constitutes a gentleman. It is no 
longer a matter of privilege, no longer hereditary, no longer 
something that can be transferred from one generation to 
the next. It is something that has to come up from one 
level to the higher level; not the common man, but the un- 
common man is the only man democracy is interested in. 
It has no interest in the common man except as he has the 
privilege—and is free to become—the uncommon man. 

“We need uncommon men now. We need uncommon 
men as we have never needed them before. 

“We have to find among us those men of vision. As you 
have heard, ‘Where there is no vision, the people perish’— 
and that vision is the thing we should now cherish and 
protect. Temporary success may lie with standardization. 
Temporary success may lie with addition upon addition 
upon addition. But it is a mistake to regard it as real 
success, 


“One thing only has validity in a democracy, and that is 


Merit Plaques in the large office category from Mr. 
(right) E. R. Filley, of The Texas Company. 


quality—quality in the man, quality in the product, quality 
in what you do. Believe me, as an architect | know quan- 
tity is the enemy of quality. Now that is heresy. We are all 
striving to make things bigger and bigger and bigger. 


“My God—aren’t you all tired of hearing the ‘Big Three” 
referred to at the United Nations? Well, it seems to me 
that bigness is the enemy of our progress and our safety, 
and this attempt of each one to be bigger than the other— 
isn't that the race where we are going to find destruction 
ultimately? I am afraid it is. 

“So let us go back in business to the individual as such. 
Don’t deceive, don’t neglect him. And when you build 
buildings, build buildings that have your individual quality 
and characteristics. Don’t try to make them all alike. Don’t 
have a style; have your individual style that belongs to the 
thing that you do, and belongs to the quality that you have.” 

Presence of Mr. Wright at the lunch was particularly 
appropriate since construction has already started on his 
Price Tower in Bartleville, Oklahoma, a building which 
incorporates his own theories as to the ideal office building. 
His luncheon appearance also immediately preceded the 
opening of an exhibtion featuring his great range of work 
during the past sixty years at the Solomon R. Guggenheim 
Museum, New York. 

Following Mr. Wright's talk, Mr. McAllister reviewed 
briefly the purpose and background of the “Office of the 
Year” Awards, before making the presentations. Pointing 
out that the Awards had been instituted by Office Manage- 
ment to “stimulate the development. of the highest stan- 
dards of design, layout, and equipment in the American 
office,” he said that office mechanization has placed a 
higher premium on office design and layout. 

“The ‘Office of the Year’ winners who will receive their 
award plaques here today have met this challenge during 
the past year in the form of efficient and attractive new 
offices that not only represent high standards of achieve- 
ment for the present but point the way to new horizons in 
office planning and architecture for the years to come.” 

The winner of the First Award, in the smaller office cate- 
gory, The Mennen Company, of Morristown, N. J., cited by 
Mr. McAllister for its “inspiring spaciousness, color, and 
light” was represented by Executive Vice President W. G. 


(To page 87) 
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Representing the Award of Merit winners in the smaller office category were (left) Jerry H. Young, 
for Associated Grocers Co-op; and (right) H. M. Patton, Jr., for the Brown Shoe Company. 
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Facade of the building with aluminum “‘s 


“Office of the Year” 
First Award 
(for offices with more than 500 employese) 


Alcoa—the building sells the product 


“In the 1880's, when The Aluminum Company of 
America, winner of the 1953 ‘Office of the Year’ 
Award in the classification of offices having 500 or 
more employees, was turning out the first commercial 
batches of aluminum made in this country, it was 
able to lock up a full day’s production in the office 
safe, to be held there until sold. 

“Today this company receives top honors for its 
wonderful new Aluminum Company of America 
headquarters offices in Pittsburgh, located 1n a thirty- 
story building utilizing that once rare and costly metal 
fo an un prece dented degree. The lightest office build- 
ing of its size ever constructed furnishes the epoch- 
making frame for the brilliantly coordinated offices 
of a great corporation.” —From citation accompanying 
presentation of award at “Office of the Year” lunch 
con, October 20. 


WITHIN the past few years, the face of Pittsburgh has been 
changing more rapidly than that of any city in the country. 
Pittsburgh, once noted mainly for smoke and ornate 19th 
century building facades, has emerged in clear air with 


some of the most striking and imaginative ofhce buildings 
in the country. 

Now, a slender, aluminum shaft, soaring 30 stories into 
the air, gives Pittsburgh another first in skyscraper design— 


20 


the first metal-clad skyscraper ever constructed, and—for its 
height—the lightest office building in the world. 

This is the new home of Alcoa—the Aluminum Company 
of America. 

Architects for the spectacular new building were Harri- 
son and Abramovitz, New York, with the Pittsburgh firms 
of Altenhof and Bown, and Mitchell and Ritchey as associ- 
ates. Executive offices and secretarial areas, conference 
rooms, and reception areas were designed by the Knoll 
Planning Unit, Knoll Associates, New York. 

Clean and unadorned, the unique building is constructed, 
not of conventional masonry, but of uniform, die-stamped 
metal panels, six feet wide by twelve feet high, each attached 
to a conventional steel framework. The building lies in the 
heart of the Steel City’s “Golden Triangle,” but the entire 
“skin” of the structure is formed of a newer metal—alum- 
inum. Even the windows are set directly in the aluminum 
panels, and the windows too represent a new technique in 
building design. Each window is pivoted at the top and 
bottom within i. frame, so that it may be completely ro- 
tated for cleaning. 

These are only two of the hundreds of innovations in 
ofice building design that have been realized by Alcoa. 
Appropriately enough, aluminum is used wherever possible 
throughout the building—and used in many instances where 
it had never been thought possible to use it before. 


OFFICE MANAGEMENT November, 1953 


Lae al 
nee to ae A if ie | = 
oo a. eee | 
Dee Se Ts 
‘ : > tf } HY By = — J Ore ee “S 's f . \\ ane ‘| 

7" fi I ' or ' I ts ' al 
i a, Me —* By are 
| 3, ai Se 2 > =| 
| 7 |. iy Ss iat. Bs ain ’ 
: hs Be, : ISSY . ie a a fay \ 
2. | ati} |} WES Se, a Vk 
| SH RSS ~~ a A a, 
ms | Sac: ie Ry ae | » oe | 

Ba #4  . Uy Ne ee ee f Fee | ‘ 
Si:3: ae aan = .. , ae 
bs > r ; . boo Rea > nee . 
‘ psa c =e » 3h x : Wy, eo 4 AG Beye ie 4 ys Me 
eae ib, HC an ~ preg: 1 

« a - fl ie +N \! Wy , ser apg into place, attached to frame 
: if aac tt pe mend kN . Aluminum panels are ee 
é | A, ry Nt \ | i 5 ace SAS 
T/ [Ta (Cees WG 
At j — aw a. ¥ 
af ma Vy, Ay + aw) 
LI fT ee Rad 
#5 ‘ | = 6G AA. 
| | | if ” Y RVive~' 
“ f . s ir 
ng | ae ee 
¥ ae ; 
- a. Se 


Interior 


eh 
ane 


elie tomes ANE ter 
om 


pe 


Lo ne er egret ate hp 


aoe 


Top executive's office is typical of those on the 29th and 30th floors of the new building. 
Furniture is custom designed. Even venetian blinds are aluminum. 
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dumbwaiter makes it possible to distribute mail 
top fifteen floors of building in ten minutes 


Secretarial office on “top executive” floor 


Thus, all the electrical wiring in the building is alum- 
inum; all the plumbing is aluminum; the radiant cooling 
and air-conditioning system is carried in aluminum pipes 
between the structural ceiling and a “hung” ceiling; and 
the warmed or cooled air is dispersed through aluminum 
pans. Lighting fixtures, designed as an integral part of the 
ceiling panel heating and cooling systems, are aluminum, 
as are the elevator cages, the stair wells, and many of the 
doors throughout the new structure. 

One enters the dully gleaming metal skyscraper (the 
aluminum panels have been given an electrochemical finish 
to build up the aluminum’s oxide coating, which makes 
them in iridescent blue-grey color) through a glass enclosed 
4',-story main entrance supported by cantilever beams jut 
ting from the main building's fifth story. The tinted glass 
entrance gives the effect of being almost independent of 
the main building, and was deliberately designed this way 
to keep the clean, sleek lines of the main tower unbroken. 
Inside the glass and aluminum entrance structure, fountains 
and growing plants welcome the visitor. 

From the entrance, a short, aluminum-sided passageway 
leads into the main lobby of the building, a clean, dramatic 
expanse walled with pink grey Norwegian marble. Blue 
and white marble is used for the floor, with touches of 
aluminum in the lobby furnishing contrast. 

Emphasis on new uses of the metal continues through 
the building. The two banks of elevators have aluminum 
doors, controls, hardware, and trim. Aluminum “egg-crate” 
ceilings conceal the lighting fixtures. 

But the many innovations in the Alcoa building are not 
restricted to new uses of aluminum, or unusual architectural 
features. As the visitor goes to the upper working floors 
of the building, he finds that corridors and many office 
areas subject to heavy traffic have walls covered with lam- 
inated plastic, rather than the more orthodox painted plaster. 
The washable and durable plastic makes it possible to keep 
the walls spotlessly clean at all times. 
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Aleoa office 


‘ee aegee Accounting bay in ihe 
Communications is nerve center of the building 


Corridors are carpeted too, to deaden noise, and con- 
tribute to the warm, comfortable look of office areas. Here 


again, aluminum is used in a novel way. Baseboards along = a 
corridor walls are made of short aluminum snap-on panels, a te = 
which can be easily removed te permit access to electric a om 
outlets. When the panels are snapped back in place, the ; ‘ee! 


baseboard line is unbroken. 


The emphasis on noise control has paid handsome divi- 
dends. Although the new skyscraper is located in the heart 
of downtown Pittsburgh, street noises are completely 1in- 
audible in its offices. This is achieved in a number of ways, 


the most unusual of which is the pivoted window feature. 
The swivel windows set into the prefabricated “skin” panels 


ot the building are double panes of tinted glass with an Re 
(To page 50) 


Right: Well-equipped medical department serves employees. Below: Two workers relax in penthouse lounge. 
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“ RVI \ 
Herve ts an outstanaing exampie of a kina o} aN TY Sh 
. , a“ \ 
office coming into new and great importance at tts i yy oP, 
, . PY 
time—the modern office-factory combination, For the ey ( 
first time in its three-quarters of a century existence, fr NY ) 
. ° ° . - + 
this internationally-known manufacturing firm has 
its office, its plant, and its warehouse all together in ( -\ 
one location in a structure of most advanced design, PS = 
' . " Office of the Year 
incorporating the latest ideas for the performance of 
: s J j ' a 
both office and factory tasks in an environment of First Award 
inspiring spaciousness, color, and light.”—From cita- ‘ 
f ie at > : for offices with less than 500 employees) 
10". 
ts 


ennen—the office everyone helped plan 


President's offee. Photomural shows Mr. Mennen’s farm 
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THERE HAVE been 
ture on the American scene: those constructed according to 
the whims, theories, or prejudices of single strong-willed 


owner-managers, and those designed entirely by architects 


traditionally two types of office struc- 


> 


and the experts on office layout and design. 


The Mennen Company, in its new office-plant in Mor- 
ristown, N. J., has added a new ingredient 
and beliefs of the people who actually work in the office. 


om , ' ; 
Vhus, before plans were even drawn for the new building, 
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the opinions 


Lo 5 we called on for their sugzestions as to what 
hould he featured in the establishment 
snould be featured in the establishment. 

The idea would probably make some conservative man- 

I 
agers shudder and visualize utter chaos. Actually, the 
bd 1 

innovation has worked out very smoothly; both manage- 
nent and staff take an equal pride in the new office, and 
both are satisfied with the way it operates. 

Employee opinions about what was wrong with the for 


ner Mennen office, and what should be introduced in the 


Vice presidents oiiec 
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Below: Reception. Above: Machine records office 


new were taken, and resolved into major recommendations 


and individual ones which seemed worthwhile. Those which 
had obvious merit, or which could be successfully supported 
by their advocates were then turned over by management 


to the architects responsible for designing the new office- 
plant, A. M. Kinney, Inc., of Cincinnati. 

The result of this blending of employee suggestions and 
architectural realities is an office that is both efficient and 
handsome. Bright and cheerful, it is still obviously an 
office, a place of work, with a minimum of the nightclub 
touches that are found in many new office buildings. 


Executive offices, reception areas, and cafeteria in the new 
building were all custom designed and turnished by the 
Contract Division, W. and J. Sloane, New York. 

There is a minimum of decoration simply for the sake 
of decoration. Thus, the two-tone color treatment in light 
pastels makes offices and corridors bright and cheerful, but 
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it serves a utilitarian purpose as well. Since colors vary 
from office to office and corridor to corridor, it is possible 
to direct a stranger to an office by telling him to follow a 
corridor of one color until he reaches a corridor of such- 
and-such a color, turn there, and he will find the office he is 
seeking. 

Similarly, the facade of the administrative building is 
broken by two rows of glass brick windows which—because 
the interspersing supports are light-colored too—give the 
effect of horizontal bands across the front of the building. 
However, the glass blocks serve an entirely practical pur- 
pose. The windows are composed of separate bands of glass 
blocks, some of which reflect incoming daylight upward to 
the ceilings, others of which diffuse light evenly over the 
working area. Thus, glare and shadows are eliminated, and 
wider interior area is served by natural light. 

Desks in many of the general office areas are placed at 
an angle with the walls of the room, which gives more 
corridor space between rows of desk, and also breaks the 
rigid look so common in many general office areas. The 
bright, open look of the offices is increased further by the 
floors of colorful patterned composition tiles. 

Thus, a general office area with corridors and rows of 
angled desks has a floor with contrasting color bands which 
emphasize the corridor areas. The machine records office, 
where equipment is grouped around the walls of the room, 
with a clear area at the center breaks the expanse by a 
checkerboard floor pattern, 

In line with the generally functional approach to the 
design and construction of the office, maintenance of the 
new building was taken into account when the plans were 
first being drawn. One of the reasons for choosing glass 
blocks for windows, beside their lighting properties, was 
the fact that they are easy to clean, have good insulating 
value, and shut out dirt. The tile floors and the extremely 
wide corridors also make maintenance simpler and more 
efficient. Service closets for equipment are spotted at vari- 
ous points throughout the office area. 

Again, the wisdom of Mennen’s planning system has been 
demonstrated; one reason for the efficiency and simplicity 
of maintenance is the fact that maintenance personnel sat 
in at all planning meetings for the new building. 

Executive offices, reception area, and cafeteria preserve 
the clean uncluttered look that is so striking in the general 
offices. The reception area has built-in seating which runs 

(To page 3) 
Above: Board room 


Below: Cafeteria. 
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OFFICE MANAGEMENT 


“Office of the Year” 


for othees with more than 500 emplovees 


“Since the close of World War Il, the Engineering 
Department of E. 1. du Pont de Nemours & Company 
has built more than $800,000,000 worth of new facili- 
ties for that company, in addition to its atomic and 


“Now that busy department gets a new office 
building of its own—the Louviers building—winner 
of an Award of Merit in this year's ‘Office of the Year’ 


“In line uith a trend of today toward suburban 
office locations, the new building is at Milford Cross- 
roads, near Newark, Delaware, away from the head- 
quarters city of Wilmington. Here in a building 
provided with the latest innovations for the swift and 
accurate handling of exacting tasks, the vitally impor- 
tant activities of this great department go forward 


MOST OFFICES are self-contained units; company interests 
stop at the building wall. The trend toward suburban offices 
surrounded by landscaped grounds is breaking this tradition, 
and E, I. du Pont de Nemours and Co., in its new Louviers 
building in Delaware, have taken another long step forward 
by planning the new office as the central unit of an overall 
project designed to become an integral—and valuable—part 


Du Pont, in planning its new building—in which forces 
previously scattered through eight buildings in downtown 
acquired an 850-acre site at 
Milford Crossroads, near Newark, Delaware. In addition 
to constructing a sleek and functional office building to 
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Seven hundred of the offices within the building are of 
* the functional, modular type .. . 
Control center governs building’s clocks, fire alarm 


system, and the snow melters at the entrance 


Designed as one unit of an over- 

all project. the Louviers Building 

L will serve as the center of an em- 
ployee community, which, beside 

being the individual's place of work, 

can also serve to meet many of his 


recreational and esthetic needs. 


oo 


\| \ 1 wilt . « « while movable metal partitions and cellular flooring a 
. ro 4 give maximum flexibility in arranging office space 
Glass-walled cafeteria overlooks countryside 
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“Office of the Year” 
Award of Merit 


(for offices with more than 500 employees) 


The Texas Company: 


offices at New Orleans 


“Sold down the river by the great Napoleon in the 
historic real estate transaction currently being ob- 
served in Loutsiana Purchase states, New Orleans at 
once set out to demonstrate what a colossal mistake 
the Emperor had made. 

“Without losing the special charm of its early days, 
it launched out on an expansion in commerce which 
quickly raised it to a high place among the world's 
great cities, and continues with unabated vigor today. 

“Testifying to this constant increase in the city’s 
commercial position is a new addition to its changing 
skyline—the New Orleans offices of The Texas Com- 
pany. This sixteen-story structure, winner of the other 
Award of Merit for the larger offices, accommodates, 
with admirable provision for current needs and ample 
room for future expansion, a concentration of office 
departments essential to the company's growth.” — 
From citation. 


Vertical alumi- 
num fins shade 
offices from sun, 
while pivoted 
windows, which 
can be reversed 
from inside 
building, simplify 
cleaning problem 


A STRIKING new addition to the skyline ot a historic 
American city is the sixteen-story Texas Company office 
building recently opened in New Orleans. One of a series of 


new office buildings which the oil company has been con- 
structing across the country for its subsidary offices, the new 
Louisiana structure, completely modern in design, stands in 
bold relief against the traditional background of New Or- 
leans. 

Sut it is not starkly functional—touches ot old New 
Orleans are seen in the distinctive iron grillwork which 
appears at doorways in the modern building, in the con 
servative decor of executive offices, in the vase of flowers on 
many a woman worker's desk. 

The new is seen in the very structure of the building— 
the deep vertical fins running sixteen stories high to shield 
offices from the hot Louisiana sun, the great company legend 
blazoned on the sides of the building to identify the parent 
company with this proud new structure, the air conditioning 
that makes this office a cool and comfortable place to work. 

Designed by New Orleans architect Claude E. Hooton 
(who was associated with Skidmore, Owings, and Merrill 
in planning the Pan American Life Insurance Company 
Building in New Orleans, which won a 1952 Office of the 
Year Award of Merit), the Texas Company's new local of- 
fice is as striking on the exterior as it is inside. The walls 
facing Canal and Marais Streets—on which the building 
fronts—are glass and aluminum, while the deep vertical fins 
which prevent direct sunlight from penetrating any office 
in the building for more than two minutes a day are also 
aluminum. The shimmer of the two materials is set off by 
a wide band of green tile extending up the sides of the 

(To page 83) 
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Above: Soundproofed section of credit card-bookkeeping group. Below (left): Division manager 
of the producing department in his office. (Right): View of the accounting department. 
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“Six hundred independent grocers in Washington, 
Oregon, Alaska, and Hawaii own and operate the 
Associated Grocers Co-op, the new Seattle office of 
which wins an Award of Merit in the classification of 
smaller offices. 

“In providing these independent merchants in a 
strongly competitive business with the many advan- 
tages which cooperation brings, this organization has 
kept clearly in mind the need for the most effective 
possible handling of its great and varied volume of 
paperwork. 

“Its model new center at Seattle includes, on a 26- 
acre site, a warehouse, a trucking and maintenance 
building, and a highly functional office building of 
unique design and construction, housing the facilities 
for speedy handling of a steady stream of transac- 
tions.” —From citation. 


“Office of the Year” 
Award of Merit 


(for offices with less than 500 employees) 


THE ACCELERATING importance of the suburb as a 
locale for business headquarters is demonstrated again in 
the new offices of the Associated Grocers Co-op on a 26- 
acre site outside Seattle, Washington. 

ut the Associated Grocers Co-op buildings, designed by 
Robert Hugh Ross, Seattle architect, carry the suburban 


Reception area divides executive wing from general offices 


Ma 
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trend a step tarther than their Eastern and Midwestern 
counterparts: the buildings architecturally have many of the 
informal and visually pleasing features associated with the 
ranch-type homes that first were developed in the West; 
their design shows a minimum of conventional office build- 
ing influence. 

Thus, all the buildings of the Associated Grocers Co-op 
development (essentially a warehouse operation, the com- 
plex includes a large warehouse as well as the administrat- 
ive building which houses the Co-op offices, and a third 
building which serves as a maintenance shop for the 110 
trucks and trailers, and the mechanized equipment which 
are used in the operation) are constructed of materials more 
often associated with homes than with office buildings. Al- 
though the structure of the office building is steel frame, 
the exterior walls are brick and frame surfaced with cedar 
siding. Low and rambling in construction, the building 
also makes use of the slanted roof made familiar across the 
country by the vogue for ranch houses. 

The informal look characteristic of the entire adminis- 
trative building is increased by the outdoor patio formed 
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Glass-walled cafeteria looks out on patio 


between the entrances to the cafeteria, which lies at the end 
{ the general office section, and the office section itself. 


( 


Associated Grocers is a membership organization em- 
bracing 600 stores in Washington, Oregon, Alaska, and the 
Hawaiian Islands. During the eighteen years since its crea- 
tion, it has expanded so rapidly that its original buildings 
finally became totally inadequate, Since the move to the 
carefully designed new center, overhead costs, even with all 
the adjustments that must always be made after a move, 
have already dropped sharply. 

The office building interior is divided into two distinct 
sections by a fire wall with fusible steel link doors; executive 
and buyers’ offices are located in one section, while the other 
is given over to general office space and a cafeteria-auditor- 
ium for employees, which can accommodate 100 when in 
use as a cafeteria, 300 when used as an assembly hall. An 
underground pneumatic tube system connects the general 
office with the warehouse building to expedite the handling 
of the orders which are so vital a part of the office’s work, 


(To page 86) 
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Brown Shoe Company: offices at St. Louis 


“When the office goes suburban, as so many offices 
are doing, there is an added very important responst- 
bility imposed upon the owner—that of skillfully 
fitting it into its new environment. f 

“In building its new home offices in Clayton, 

Missourt, the Brown Shoe Company, one of the best 
known firms in its field, and winner of the other 
“Office of the Year” Award of Merit in this classification, has admirably 

Award of Merit solved the special problems of such adyjustme nt to site 
and surroundings, in a most impressive yet unobtrus- 
wwe building, contemporary in style but blended to the 


(for offices with less than 500 employees) 


OFFICE MANAGEMENT 


ees ne ea Ree R oer ae ay oD: DP bow Pot OS ee . a woe = += oT 
‘ ys. Pe hs mer 6, ) ‘ 7 d —. eo > Lg ca | ie 2. } } i: 
: “ Va eS > 2 ~~. ao 2 SF . as J : 
P ay 8 : oe met Y Y | 
: uM * AA ~ ; . : : . # i oo ne we : 
i \ $ rs . a i: a : | f 
7 ** pas * 7s | 
- ¥ ae 
4 { - * y ua 4 F ’ 
j , pee a Yh . | 
: , . ¢ ' @ a eS 
és . of a ¥ ; * A! ' 
% ms: es ‘ 1K. 
§ : Bech ; i 
: ; : as mo Ee 
? ” uy . ; oe Ne 2 ’ 
> & ; ‘ . ere | 
| : bi | bq b 
5 : poe ae 
F 4 , . ‘ae 
$, ; ca ; 
1 , 4 
i ‘ e | ace é 
- . ’ . wy : . 
= ‘a es ‘ 
“| . , ra. ’ ' pe : a i? bl ° 
we + % eer i a rf 402 ae : 
am van ~ - nie : ee — 
: t ttt ‘ p \ % A * ae me Es — ; . { ie J Hi 
rey $ " » 7 ‘i 4 ; 7 a ie Z 
; +i | ' \ — = cid i , e . ee a , ) ae |— fi i 
: —— fas ea i 4 Be — 
| aor ag te, . e — ee ae . ae a 
eal ae te ay te . ~~ = eS. + EBBss . — - 4 
" _- Ve eo z i ih » = - rt ee - (a as by *, * : # & j “al e - : . 
et b > = am Po: eS ee A ig = 
- Pa es € ‘. i _ a. -uidiell aal : Mace © eee? = * ‘ y i 7 z 
es ——e = pasa oa ne ae mabe «/.° ko Aa bod ; ll Ea 
Pt coat en ae pauls Tee. eee yi a a 
CY oe ~ nmmepe ‘an : Ae eS aa Ave ‘yt a \ ™ ( ie » =a. @ 
Le : : 6 pon cit as a Ds Gk oe ea ta Pip ad 2 Bp Ga] i _ s ae: 
wf a ie ; ng et, Gee Eas ong Sead ¥ eee : ” es 2 oy, } 
E . i he iRaeeis eee [ -ee i CRB | iu ‘pe: > eee ' 
- a ST. Gees ee ye St a, | = % rig Be r a P : — ? 
. Ber CE. OS) ee oe eke ‘i . 
? er)” ine ta eee” gee ME a. ees , eee TT yi 
ve ee Cee kk a. =) ~ge % 
os ‘ ‘ ee oe ; ra be ee 4 ae ex. Ms Cs ea 1S * * ae ie 4 a - he, 
; ER Ae 38) Si 4d ps & Se io: be ies 
® Be Sees le : my fe 9 3 = ie : : 
B: “Sty se Ss: ee Bre Ae ‘ “aba eae . . ec ‘. 
ae aia © v7 é Ba 5 Big oe . . : S 
Ve a. i eS meek a . - we : * : ae 
cs ‘ ‘ Tet | Meal) Cite : . Hat ieee - —_ ee. ~ Pr 
. ee an FE Ch es pen s 74 : : 
3 
aaa ee 
i 
Ms 
cs 
& 
s 4 
ve 
Hi i a es er & ai sata a ae 7 ane oe bie ps2) OSE ee Ret > ea | 
7 4 Opes oe ahs al i ty ee ne 7 : TE = aa ee ae a 4 ae eet w Yer ae i 
: ia ile geet al a ~ a ae : 5 EN 
e te tae fee gee a | Pan ee EES 
i ; 3 IE _ ig 5 Rent ee a Be 
Sie dy seer AS ne ‘ae 
vee | pages ae 3 haat ; aed ae 
a2 a tere ES aie . ea Be Ae ag Sia ? f . belt 
; ot ee ee ™ " : 
ie 4 . ee : -— 28 Bali pow = . ocd ; i 
e ni @ Be EB betenren 
ae “as 6 1 | = Se MREGR Rin: | 
‘ ’ a BERBER 
q Pe hye 2. aL OT a a2 & 7 {}) Seen | am ee we eRe eee 
: / te (aie a. a f “ ws _. a Te ee ail 
2) 18 U8 OE Ried: CARRE. ee Co ok ge ae es ce? ou, TT Pape eg? tye 6 TER on ae 
e me a sit : =— 4 ‘ “0, i an eer) > fa . “ - i ps si veg Nes Sie “ on say 
bos . , . . 
bi 44 Ce —C“Ct;ssSSCSSCis November, 1953 
\ ae 
7 
ft +” i ot ag - 1 ee. eee aye 7-2). | 4 
er ie Saw iS jog a RTE a i ee Os eee Paks 3 fey. MY pee rie ee te 2 
é Sey. oe : Vas ae | i a Te ey ! es be a s Ts le ‘ 
” ere: es se 0Ulc( lr; CL OC an ete. 
Myc: a = s A % + iS Se ee. | Ie ae 4 Pie a . ea 
os r a?) eee : az = / 
Rs 


General 


General filing section 


prevailing Colonial architecture of the community. 

“Within this building, in planned flexibility of 
space, in adroit use of the most modern of structural 
and equipment features, and of the amenities of color 
and mural art, the Brown Company has achieved a 
notable example of modern office planning.” —From 
citation. 


THE DRAMATIC 72-foot mural that dominates the hand- 
some entrance of the Brown Shoe Company’s office building 
in Clayton, Missouri, might almost be said to symbolize this 
new office. The use of original art in the office environment 
is among the newest developments in the office field; the 
outstanding characteristic of Brown is modernity. 

Not modernity in the sense of extreme of decor or design, 
but rather in the use of every new design that will make 
the building a more comfortable and efficient place to work. 


Scene in executive office area 


The Brown Shoe Company office is in suburban St. Louis, 
and, although it does not have the extensive grounds that 
characterize some transplanted offices, every advantage has 
been taken of the new environment by the architects— 
Russell, Mullgardt, Schwarz, Van Hoefen, of St. Louis. 

Thus, a landscaped parking lot accommodates employee 
cars, while in the building proper a complete indoor garage, 
equipped with washing racks for automobiles, occupies part 
of the ground floor space: a welcome change for the Brown 
staff, whose former office was in downtown St. Louis. 

The building itself has the low, horizontal lines that are 
becoming standard for the new offices going up in suburban 
areas. Although it appears to be only two stories high from 
the front, it really has three levels; it is built on a slope and 
the ground floor, though exposed at the rear and the sides, 
is completely underground at the front of the building. A 

(To page 84) 


Preparing the board room for a meeting 
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Chairman K. B. Willett and the opening speaker, J. McCall Hughes 
think over a question from the audience 


Too much efficiency is self-defeating, 


AMA management conference warned 


OVERSPECIALIZATION in the office often defeats its 
own ends by making workers’ jobs so boring that overall 
efficiency drops instead of rising, J. Douglas Elliott of The 
Detroit Edison Company warned 900 office executives attend- 
ing the American Management Association’s Office Manage- 
ment Conference, held in New York last month. 


Office executives register for the conference 


Mr. Elliott questioned the wisdom of introducing highly 
specialized systems into the office, pointing out that limiting 
employees to one repetitious job creates tatigue and boredom, 
which is apt to lead to wasted time and absenteeism. The 
net result, he said, is that the “more efficient” system actually 
proves more expensive than a work routine in which em 
ployees handle a variety of tasks. 

Better results, he suggested, are obtained by letting indi- 
vidual employees, or small groups of employees, perform 
complete units of work. 

Overall theme of the three-day conference, held October 
12-14, was increasing company profits through reduction of 
office expenses. Seventeen speakers discussed various ap- 
proaches to the subject. 

J. McCall Hughes, controller of The Mutual Life Insur- 
ance Company, New York, discussed “How to Know Your 
Office Costs,” at the opening session of the conference on 
Oct. 12. 

Pointing out that a $50,000 loss because of inefficient oper- 
ating procedure is more serious, if less dramatic, than a theft 
of the same amount because one loss is covered by insurance, 
and the other is not, Mr. Hughes outlined his company’s 
approach to determining costs as a first step in reducing 
them. 

Mutual, he went on, has found it most useful to use a 
system of measuring functional costs. These costs are pre- 
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© GF Co. 1953 


sah ONE BRET Reams tk Maras Pie 


GF speeds up their WF* 


* WORK FACTOR 


More business firms have standardized on 
GF 1600-LINE DESKS (/an any other in the world 


From 9 to 5, your employees’ “homes” 
are the office in which they work. 


As a matter of morale, each desk in the 
office should be as satisfying as a GF 
1600-Line desk. Smart gray finish 
with rounded anodized aluminum trim. 
Smooth Velvoleum top for an eye- 
resting, smooth-writing surface. And 
graceful lines throughout. 


As a matter of efficiency, each employee's 
desk should have the solid, sensible 
construction of GF 1600-Line desk. 


Drawers never stick. Joints can’t loosen. 
Edges won't splinter. Locking mecha- 
nism is foolproof. Papers cannot slip 
behind drawers. Drawers can't fall out 
accidentally when fully extended. And 
the 4-leg construction provides full foot 
freedom, allows easier floor-cleaning, 
increases sanitation, saves floor space. 


There is a GF 1600-Line desk for every 
office job. For a free folder describing 
these desks more fully, write your GF 
Distributor or The General Fireproofing 
Co., Dept. O-23, Youngstown 1, Ohio. 


Good metal business furniture is @ good investment 
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- GENERAL 
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Foremost in Metal Business Furniture 


MODE-MAKER DESKS 
GOODFORM ALUMINUM CHAIRS 
METAL FILING EQUIPMENT 

GF STEEL SHELVING 
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Two of the exhibits 


sented as the overall and unit costs of performing such spe- 
cific operations as billing and collecting premiums. The com- 
pany breaks its operations down into 237 functions, and in 


each case it has figures as to total cost and the number of 
units handled. Unit costs are easily derived from these 
figures. 

A large part of the company’s functional cost data is 
obtained by the “allocation method.” This consists of ten 
steps: (1) Listing the various functions performed in an 
office, such as accounts receivable or payroll and personnel 
costs, 

(2) Listing the jobs performed by each group of em- 
ployees. (Assuming, for example, that payroll and personnel 
functions would be performed by a specific unit of em- 
ployees, a typical job under that category would be the 
preparation of payroll checks.) 

(3) Giving each employee a list of jobs performed in his 
unit and asking him to estimate how much time he gives to 
each. 

(4) Allocating the portion of each employee's salary in 
accordance with the time he spends on each job. 

(3) Adding the applicable salary costs for all employees 
doing the same job. 


(6) Allocating direct supervisory salaries by job at the 
sectional level on the basis of clerical salaries, and allocating 
overall supervisory salaries by function on an overall basis. 

(7) Determining the portion of direct costs used by each 
function. An example of such a cost would be postage. 

(8) Allocating indirect costs on a formula basis to fit the 
individual expense items. 

(9) Allocating as much executive and staff time as possi- 
ble to the various functions. 

(10) Determining volumes and unit costs from the figures 
previously obtained. 

This method has produced excellent results for Mutual 
of New York, according to Mr. Hughes, who said that, 
although salary costs have increased 100 per cent in the last 
ten years, the unit cost for premium collections has increased 
only 14 per cent. 

The approach to cost reduction requires that cost con- 
sciousness be developed in the minds of all employees, 
according to Robert E. Burton, who described the formalized 
cost reduction program conducted by E. I. du Pont de 
Nemours & Co., Inc. Mr. Burton is manager of the control 
division in the engineering department of du Pont. 

Mr. Burton stated that five elements are essential to this 
program: First, management itself must recognize its im- 
portance. Second, each part of the organization must have 
a realistic cost-cutting goal for each year. Third, at least one 
person in each divsion must be assigned to full-time work in 
cost reduction. Any such person must be enthusiastic about it 
and thoroughly familiar with procedures for reducing costs. 

Fourth, the line supervisors must be held responsible for 
accomplishing the desired reductions. Essentially, this in- 
volves the development of cost consciousness in their own 
departments, and carrying out whatever methods are to be 
used. Fifth, all employees must be indoctrinated as to the 
purpose of the program and the methods for carrying it out. 
Mr. Burton said that the “ultimate potential will be obtained 
only when each individual has established a one-man organi- 
zation for cost reduction.” 

One of the best methods for this purpose, said the speaker, 
is to set up a suggestion plan by which employees are com- 
pensated for useful suggestions. Du Pont not only has had 
great success with such a program, but it has also had great 
benefits from giving courses in work simplification tech- 
niques to about fifty per cent of its control division em- 
ployees, including clerks, stenographers, and typists. 

Making employees feel they have contributed to the pro- 
gram is essential in maintaining a successful cost control 
program, S$. Eugene Bychinsky, secretary of the BullDog 
Electric Company, said at the afternoon session on the first 
day of the conference. BullDog, he said, makes a point ot 
getting employee participation before a plan is set, rather 
than afterwards. A management committee meets with em- 
ployees every two weeks to discuss problems, and every ten 
weeks each office employee attends a luncheon meeting of 
the management committee, or of the officers’ committee, 
which consists of the four vice presidents, the treasurer, and 
the secretary. 

In addition, employees help draw up their own job de- 
scriptions, and are encouraged to contribute to cost reduction 
programs. Field salesmen even are asked to set their own 
sales quotas, which are subject to sales division review. 


(/n order to give complete coverage to this important 
conference, this article will be continued next month.) 
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Tools of the Office 


This popular monthly feature is being rescheduled 
to give better coverage of office equipment. 


The material on executive desks, originally scheduled 
to appear this month, will instead be shown in January 


in a new category called “Executive Furniture.” 


* 


Supply 


cabinets will also be reviewed in January. 


The new “Tools” schedule will be printed next 
month, Also in the December issue, ‘“Tools” will pre- 
sent a survey of filing supplies. 
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STEADY RISE 


IN. 


y  \ 


P 


©1952 April 
May 
June 


1953 January 
Feb. 
March 
April 
May 

June 
July 
Aug. 

*SEPT 


@ From A.B.C. 
for six months 


7721 
8024 
8569 
8498 
8494 
8555 
9154 
9244 
9427 
9303 
9248 
9604 
10,023 
10,211 
10,302 
10,619 
10,732 
11,027 


report 
periods 


ending June and De- 


cember 1952. 


*Subject to 
Audit for six 


A.B.C. 


months 


period ending Dec. 


1953. 


212 Fifth Avenue 


OFFICE MANAGEMENT ‘i: 


Reaches 


—_ . A } 

Specialized office systems and equipment 
editorials attract top executive PAID sub- 
scribers 

In steadily increasing numbers, more and more office 
management executives have been discovering OFFICE 
MANAGEMENT as their indispensable source of vital 
management information on office systems, services, 
supplies and equipment. That's why they pay subscrip- 
tion fees to OFFICE MANAGEMENT—the only A.B.C. 
audited voluntarily paid publication edited exclusively 
for executives concerned with office operations and 
efficiency. 


MANUFACTURERS 

OFFICE MANAGEMENT'S executive readers welcome 
your advertisements. They are alert to new procedures, 
and new ideas, to solve equipment and supplies problems. 
Your advertisement gets real penetration thru this active 
readership. Reach these key executives with real purchas- 
ing authority—start your schedule next month. 


Set copy, Ist of preceding month 


CLOSING DATES: Complete plates, 5th of preceding 
month. 


S 


Soras” 


The Magazine for Management Executives 


New York 10, N. Y. 


Addendum 


The following information was re- 
ceived too late for inclusion in “Tools 
of the Office” in the September issue: 


Zephyr American Corp. 

Zephyr American manufactures a 
line of desk-top rotary card files called 
“Rolodex.” New are the Model 2254D, 
which has a capacity of 500 24% by 4+ 
inch cards and is priced at $14.95, and 
the model 3500T, which has a capacity 
of 2,000 3 by 5-inch cards on two ro 
tary wheels and is priced at $59.95. 

Other models are available with vary- 
ing capacities as to size and number ot 
cards. The cases are of steel, and most 
models have a roll-top steel cover; one 
model has a transparent plastic dust 
cover. The all-steel cases can be locked. 

The company manufactures a com- 
plete line of Rolodex supplies, includ- 
ing cards, guides, and printed forms. 

Zephyr American Corp. is located 
at 95 Morton St., New York, N. Y. 


Erratum 

In the September “Tools of the Of 
fice” section, the following statement 
was made with respect to the Flexo 
International Corp.s’ Flexo, Jr. fluores- 
cent desk lamp: “During the last year 
the manufacturer has increased the 
structural strength of the lamp.” 

This statement should have referred 
to the shade. While the lamp body and 
arm retain their former sturdiness, the 
shade has new die-cast ends designed to 
improve its structural strength and ap- 
pearance. 


_ "Just Between 
OFFICE GIRLS" 


A monthly 8!/.x11 publication to 
| which employers may subscribe for 
| distribution among their office girls. 


PURPOSE: To heip management in- | 
spire their personnel to work more 
accurately conscientiously and en- 
thusiastically. Short, easy-to-read 
articles teach loyalty, responsibility 
| and pride in producing to the best 
| of their ability. 


Prices range from 20c per copy for 

| 15 to 0c for 500. Complete infor- 

mation and sample copies of Just 

Between OFFICE GIRLS available on 
request for 25c. 


FAIRMAIL SERVICE 
416 Cleveland Ave., Plainfield,N. J. 


OFFICE MANAGEMENT 


November, 1953 


ee Pe: aa on a Se SF ao ee. 
: «aes ee fa ae oe oe 
sk 
Aa 
vey 
Me 
i re | ~ = 
te 
- ; 
4 
ty 
ite Bo 
ait 
SH 
ui 
4 | 
I nn 
i ee 
_— 
a9 | 
M4 * 
El ee ee are P 
9 ee 
j 
aoe 
Sis ' 
oa or 
a 
eae i 
che l U + | 
| M ~—- SESSA Geeemeeeeee | 
| j I i 
M — |, | 
| } | j j i 
: | 027-as of September-30* 
Pe 
Ye | | 
fi | 
ey 
a 4 
; July : f 
be Aug. 
Lae Sept. 
ae Oct. ‘ 
3 Nov. ‘i 
ie Dec. _—— a a ree ee 
ie 
Ps bie a _— 7 oe 
ral > 
; | 
és. Po 
re es 
i PF 
| me = 
mi | 
es 
i 7 
Sa ot 55s o | 
« °o 
” 
" | 
iby \ 
53 50 Pe Po 
§ Soe ca : a) ; — - ¥ ae ) ae. + 
ra, Thee -bo4. a Mae oe —_— i— ae se ; 
a 7 


Books and Pamphlets 


Filing Facts 

A new book by Coleman R. Cham 
berlin, called Filing Facts, has been 
published by the National Filing Aid 
Bureau, 342 Madison Ave., New York 
17, N. Y. Mr. Chamberlin is president 
of the Cel-U-Dex Corp. of 1 Main St., 
Brooklyn. It is sold by stationers and 
bookshops at a price of $2.50. The vol- 
ume is illustrated and is bound in hard 
covers. 

Filing Aids describes the methods, 
materials, and techniques of filing. It 
gives particular attention to the needs 
of small! offices, while at the same time 
it sets down the fundamentals that 
apply in the largest installations. As an 
aid to small offices, it describes inex- 
pensive methods of setting up files or of 
modernizing files at minimum costs. 

The book discusses such universal 
filing methods as those in which corre- 
spondence is separated according to 
subject, location, name, or in conform 
ance with a numerical system, and in 
addition it also gives space to a newer 
idea—‘psychological filing.” 

This method makes use of color 
codes as a supplement to other filing 
methods for the purpose of indicating 
the personalities of sales prospects or of 
other indivduals. Thg objective of 
showing this information is to guide 
a letter writer in selecting “the right 
approach” when writing one of these 
individuals. 

This book is aimed not only at the 
average office worker, but at the execu- 
tive as well. It draws attention to the 
importance of effective filing, a matter 
which, the author feels, is insufficiently 
appreciated. 


NOFA Know-How 

The NOFA Know-How series ot 
bulletins is prepared by Anne Saum 
and Associates, training consultants, 
and is distributed by the National 
Office Furniture Association, 327 S. La 
Salle St., Chicago 4, Ill. 

No. 4 of the series, entitled Here’s a 
Scheme .. . for Color, discusses color 
schemes used in office decoration, in- 
cluding wall treatment, floor covering, 
and furnishings. 

No. 5, called Line ... and How to 
Use It!” is an analysis of the use of 
vertical, horizontal, slanting, and 
curved lines in the design of an office 
layout. 


November, 1953 


Dehumidification Bulletin 
A bulletin entitled Dehumidification 
Problems, Answers and Equipment for 
Industrial Plants and Home Require- 


ments has been published by the Ab- 
beon Supply Co., 179-15 lamaica Ave., 
Jamaica, N. Y. 

This bulletin, in addition to answer- 
ing a number of the most frequently 
asked questions on this subject, con- 
tains tables of recommended humidities 
for various industries, together with 
information on dehumidification equip- 
ment and equipment to measure 
humidity. 

The Abbeon Supply Co, offers a copy 
of this bulletin to anyone requesting 
it. Such requests should refer to it as 
Bulletin No. 374. 


The 1953 Stateman’s Yearbook 
The 1953 edition of The Statesman’s 


Yearbook is the 90th in this series. The 


1953 yearbook runs to a total of 1,596 


pages and is filled with an enormous 
| 


number of facts and statistics concern 
ing every country, territory, and princi 
pality in the world. 


Information is given on such matters 


as defense, government, agriculture, 
commerce, industry, communication, 


money, resources, population, banking 


and credit, weights and measures, im 


migration, finances, and many others. 
The Statesmen’s Yearbook is pub- 
lished by St. Martin’s Press, 103 Park 
Ave., New York 17, N. Y. It is priced 
at $8.00. 
(To page 67) 


“In 40 years experience I've never seen 
anything to compare with Clary” 


Says: 


H. H. MARLIN 


Bloomington, 
Indiana 


“I've found that business people who take 
the time to compare adding machines on 
the basis of work-output, quiet operation, 


| appearance and keyboard design nearly 
always buy the Clary. 


“In these days of fast-paced business, people 
need and want speed. Being the world’s 
fastest adding machine, Clary gives them 
that. And Clary gives them the best thought- 
out keyboard on the market to take advan- 
tage of this extra speed. 

“Believe me I've seen some cluttered key- 
boards in my day but Clary’s keyboard is 
simplicity itself. Each motorized control bar 
has just one job to do. This makes for less 


OVER 100,000 BUSINESSES USE 
CLARYS TO DO THEIR WORK FASTER 


OFFICE MANAGEMENT 


confusion and cuts costly mistakes. Clary’s 
exclusive Thumb Add Bar works like the 
space bar on a typewriter. Anyone can enter 
whole items with one stroke, keeping thumb 
on the add bar while depressing keys with 
all four fingers. Even beginners get work 
out up to 48% faster. 

“And say ...mext time you see a Clary... 
look for the correction key. It’s the smallest 
... for a very good reason” 

See for yourself how Clary will do your 
work faster... quieter... easier... to save 
you both time and money. Just fill out the 
coupon or call your Clary representative. 
He’s listed in your phone book yellow pages. 


oe ee a eS ae 


Clary Multiplier Corporation om-113— | 
San Gabriel, California 

Please send me full information about 

Clary Adding Machines. 

Name 


Address 


City - ( ) State 


_ 
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Increased mechanization to offset personnel 


shortage stressed at business show 


THE LAST National Business Show ever to be held in New 
York City’s Grand Central Palace closed on October 24, 
after having set an all-time record—more exhibitors showed 
their products at this year’s show than ever before, 

Total attendance figures reached 98,031 during the 514 
days the show was open, October 19-24. 

Formally opened on Monday, October 19, by the mayor 
of New York, Vincent R. Impellitteri, and Thomas J. Wat- 
son, Jr., of the Committee for the 300th Anniversary Celebra 
tion of the City of New York, the show dates coincided this 
year with New York City’s celebration of “Business Week,” 
proclaimed by Mayor Impellitteri in honor of the business 
show. 

At the opening ceremonies, Mr. Watson, who is president 
of International Business Machines Corporation, said: 

“The Mayor told you that this was a two billion dollar 
industry. I think that when this show opened 40 years ago 
it couldn’t have been more than a twenty million dollar 
industry. I think what you'll see inside has the potential 
for removing more drudgery from the minds and backs ot 
men and women in the next fifty years than any other in- 
dustry in America.” 

Mr. Watson’s remarks were hardly uttered before they 
were illustrated. His opening speech was recorded on a 
machine lent by the Dictaphone Corporation, transcribed 
on an I.B.M. electric typewriter, and reproduced on an A. B. 
Dick mimeograph machine. Three minutes after he had 
finished speaking, show officials were able to distribute 
mimeographed copies of his speech to the press. 

Highlights of this year’s show included a broadcast to 
South America by representatives of three of America’s lead- 
ing manufacturers of office equipment. Broadcast over Sta- 
tion WRUL, of the Worldwide Broadcasting System, the 


Formal opening of the National Business Show by Mayor 
Vincent R. Impellitteri and Thomas B. Watson, Jr., presi- 
dent of I.B.M. Left to right: Rudolph Lang, managing 


panel program outlined what was going on at the National 
Susiness Show, with emphasis on the significance the prod- 
ucts shown there could have in the rapidly expanding busi- 
ness and commercial life of Latin America. 

Panel participants, each of whom discussed some of the 
new machines his company was exhibiting at the show, in- 
cluded George Carroll, export manager of the International 
Division, Remington Rand Inc., Ray Herzog, of the Minne- 
sota Mining and Manufacturing Company, and Wesley 
Jenkins, of the Marchant Calculator Company. 

Keynote for the show this year was set at a dinner meet- 
ing of the Office Executives Association of New York, spon- 
sors of the show, preceding its opening. Walter Wheeler, 
Jr., president of Pitney-Bowes, Inc., speaking on the “Com- 
ing Revolution in the Office” warned the audience that out- 
moded methods in too many American offices, and a 
growing resistance to office work in contrast with other 
lines of employment are posing a serious problem to Ameri- 
can industry. 

The next twenty-five years must bring radical changes 
in the methods and systems of American offices, Mr. Wheeler 
declared. 

“I believe these changes are inevitable because the condi- 
tions we have in our offices now are already unsatisfactory, 
and will rapidly become intolerable,” he added. 

The necessary revolution in office procedures to bring 
them up to the efficiency level common throughout other 
phases of production would involve a much heavier empha- 
sis on mechanization of routine office tasks, permitting a 
smaller work force with increased job responsibilities, job 
interest, and job earnings, and a systematic approach to the 
streamlining and reduction of office paper work, Mr. Wheel- 
er declared. 


director of the show; George W. Oliver, president of the 
New York OEA; Mayor Impellitteri; Al Ogden, OEA vice 
president; Mr. Watson; Homer Harrison, past president, 


OEA; and David Griesemer, show chairman. 


‘ 
fusing 3 2 


ia 


i) 


+ 


_ | Apes. a) ae es ee er ot ee ae a, oe a) Ae ee \' 
om te lg , Rei . ae an ae a . sai a mf rH ae a ae Tm PE 
2 ho Sa ie wy hey ee ee a : tte es Se ie) ee q 1 . 4 
eyes ; : i. 
PS 
fs 3 : 
ty re 
q 2 
a) 
‘ 
, . 
The ; 
fie 
he 
\. : 
1s ; 
li ; 
ip 
4 | ‘ 
+9 
ie 
3 g 
i 
y 
534} 
ai 
de 
; mene 
ae 
cet 
bas 
$7 ae 
: SU ee peel "a ~ oh - :. aa _ jay oe ge es Sas’ im 
% fia ee a wal «: — a pt i. So 
i gilt Keb oe? Pook s » te eT ae, 2 Bear. Liye 
a a geet : - 4 ; a ps Hees 
ror .  - 1% a x” - ae i. =e i 
7 p= tt 7 - } 2 ey i , 7 ee ys $ Tea ow i bi 
' ° i ef 4 a . » * % - pte. | ie 
Ke Ee a ow — =o) ta 3.6 ae 
mw 7 : <a : foo ~ . ee “ig ree e) ie 4 4 
= Bas, . a a eo a : Nene. 
i a. ra : aie , om , ate ery ’ 
‘i : . <a © ———t epee eS , Pe 
vn “ , ae Br a 4 Se ce ae ‘ ; 
Ot eg ay Peis o. 1 af E es ae 7 i © a YS es 
oe is a . yaa fo he 7 Ce Tole 2 eae -  —e 
se au ee ee a é Pai 
: Be Pelee Smee! Ss,’ <5 ae eee tee a o) A ; 
: 2h ay Ga a x ae : ye Pe mh ieee. Ac Se a A ce 3 i 
, ne ae , eS i ke Pes. a) ¥ & s ah: 3 ee o / - ets: 
7 ba aan RR OR ee hed eC Se ? bite. i : oe bs oe Pe % 
vei * as 3 2 ' a ae ie faibig Se AG ie ae pee i] ss ode 3 te ae 4 af 
2 a ay eae ae Se! .g (Se a Me ‘7 2a ae aS. ge ga” dene at i oe hes 
+e “3 het mo - ae Sy : bie 2 ey z goat a oe a, : ’ a 
rae er a +2: ol = ie ae tg Ps at La Bie Ses ee mis ome 
ye ial: see ee ee ey ae ee | ee Be 13 a Ee 
a : es he) a a ; e ‘ 3 ae) : < i 4 aoe Sane Soul : i. 2 gh x : ra’. a a ade s A ¥ 
es 2 ks a ton mae |X, we Ro ue 5 rar 2 e i i 
ist Sy Do ae : eng nee | Be pike eS ie ¥ 
ee ake e.\' 7 ay 2 Fae an tae ae be . ct Aaa ON, * ie ae ai 4 fa ‘ oe P 
spas eee ee a ta yy te Pola Ge Bea uid ae te oe aS ¢ Fp : 
oe lJ aaa oe i eee me A fie 
Pe OE ee Yo ¥ ee | a nn , Jn 2 oe ae ar , J 
A we: iy ; ae eae ‘oie a * ge See oo at e oe po a i aa _ . ys 
Jai ae ye) aa Fie 4 Bes Pe Se ice p “ oa ae Be | - 
as a RA ee . 9 ae oe) —s ae jr emt A. a“ ; 
2 oS * 2 ae: —_ = . » TF a 
Deg ae Bre ik = : - ee a = = 
ou ee) . gn 2. 2 se 4 
e “ou “ we 1) a <a . “ ts in. 
ee “td — AIS, |. ge Re " - “3 a an * .en-- ae 
+ mee wer “ a a soe eT gay Ato ae Ml e a ee ais roe oe sn a a 
ie bs ee kl ai ollie S105 ne BO) io ; fp 
.: a Ge : ye Ba (pes. ae ( oo.’ Meee ae amie We (oS rs aa 
oT ¢ a. - Nig ote / a ae sl q ie Lh = les } ie a E : arches 1. ye eee tar: =e 
| | co Oem ee gael laa oo 8: So ae sk eae es re Ss 
pas at f Ba Oc ob ed es ee — Se ae ey cea qe | . : ar ee ; 
i, tp Me 7 ws, | wihgny = ears a oh oa ae ; ats 0 ms - a Pe) 6 Ja 2S Be kj el a i nes b . 
* 


Space Saving STEEL DESKS 


Consists of three ball-bearing, letter file drawers , 


with spring compressors for protection of records. 


Two double card drawers for 3x5 or 4x6 cards a PaAN 
(6400 capacity) also used for cancelled checks, plus ‘ ’ : 
a convenient arm rest. Heavy gauge steel, 5412" ‘ 


wide, 30'2"' high, 25'2‘' deep. Olive green or 


Cole gray. Baked enamel finish. 


No. 1621 $89 00 


No. 1620— Consists of two full depth letter size 
drawers plus three adjustable storage compart- 
ments under lock and key. 54'2’' wide, 3012” 


"kh 
high, 25'2"' deep. Green or Gray $69.95> ‘j 
se 
o. 1604 — Same as above but with four letter : ie 
size drawers. Green or Gray $74.45 ie 
a 


oles DESK COMPANION 


An office piece designed for top executives. Contains: A Secret Vault for 
personal records or other valuables plus a ball-bearing letter file drawer ; 2 
both protected by an outer door under lock and key. Handy shelf for catalogs . 
or phone books. High grade linoleum top with a fine aluminum edging. 17'2” 
wide, 3012" high, 19°’ deep. Olive green or Cole gray baked enamel finish. 


No. 20x $59 95 


No. 30x —» 


Same as above but with letter 
file replaced by a drawer for 
3x5 or 4x6 cards ‘3200 capa- 
city), which can also be used 
for contracts, leases or can- 
celled checks. Plus an extra 
compartment for books or 


records $58.95 


No. 10x 


Same as above but with two 
storage compartments for per- 


sonal use $49.95 


COLORS: Olive green or Cole gray. 


Available in Grained Walnut, Mahogany or Knotty Pine Finish at $12.50 additional 


STPECA: EQUIPMENT. COMPAN. 
—_ Madison Avenga. 4 New York 17, N. 
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Grained Mahogany, Walnut or 
Knotty Pine finish at $12.50 additional 


STEEL EQUIPMENT 


valuable papers safe 
in COLE’S SECRET VAULT 


< 


The “DIRECTOR” File 


Hidden from view is a secret vault, doubly protected by a 4’ Com- 
bination Dial-Lock (only YOU know its combination) plus an 
extra lock on outer door. Keeps confidential papers from prying 
eyes and protects valuables. Will pay for itself by preventing 
petty pilferage. In addition, has 3 ball-bearing letter files and 
2 adjustable storage compartments under lock and key. Con- 
structed of heavy gauge steel. 37!2'’ high, 30'2'' wide, 17°’ deep. 
Olive green or Cole gray baked enamel finish. 


$5 395 


LEGAL SIZE. With legal size instead of letter size drawers, 37'2’’ high, 
33'2'' wide, 17’ deep. No. 1873 $56.95 


The above cabinets with plunger-type lock that automatically locks all drawers, 
$7.50 additional. 


The “MERCHANT'S” File 


Cole’s concealed vault for personal papers and other valuables, 
protected by a 4” Dial Lock (only YOU know the dial combina- 
tion). Also: two ball-bearing letter files; one index drawer for 
3x5 or 4x6 cards (3200 capacity), or for cancelled checks; two 
adjustable storage compartments under lock and key. Con- 
structed of heavy gauge steel. 32’ high, 30'2'' wide, 17’’ deep. 
Olive green or Cole gray baked enamel finish. 


54995 


With plunger-type lock that automatically locks all drawers. No. 1370PL $57.45 


The “EXECUTIVE” File> 


Similar to No. 1370 cabinet, but with an 
additional index drawer added (6400 
card capacity). 37'2''x30'2"x17”". 


No. 1478 $5995 


With plunger-type lock that automatical- 


ly locks all drawers. No. 1478PL $67.45 


LEGAL SIZE. With lega! size instead of letter size draw- 
ers, 37!2" high, 33'2" wide, 17” deep. No. 1878 $69.95 


With plunger-type lock that automatically locks all draw- 
ers. No. 1878PL $77.45 


COMPANY 
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The “PRESIDENT’S” File 


A valuable addition to your office. Keep all your records 


under lock and key, away from prying eyes. Contains: Four 


drawers for 3 x 5 or 4 x 6 cards (6400 capacity) also used 


for leases, contracts or cancelled checks. Plus a secret vault 


1812’ deep. Olive green or Cole 


regulation letter size, ball-bearing file drawers, two double 


for your valuables doubly protected by extra outer door with "tate 
a 3-way locking mechanism. Vault has a 4’ dial lock, only 
YOU know its combination. Made of heavy gauge steel. 
37%" high, 3112" wide, 


gray baked enamel finish. 


No. 475 $6495 


Available in Grained Walnut, Mahogany or Knotty Pine finish $12.50 addi. 


(‘oles “FILE VAULT” 


This attractive safety cabinet will add dignity to your 


office. Will pay for itself in saving valuables. Contains: 
two regulation letter size, ball-bearing file drawers, two 
double drawers for 3x5 or 4x6 cards (6400 capacity) 
also used for leases, contracts or cancelled checks. Plus 
a secret vault protected by a 4’’ combination dial lock 
hidden from view by outer doors under lock and key. 
Also has three adjustable compartments for books and 
a large shelf 30°’ wide, 17’ deep for supplies. Overall 
size, 60° high, 3112" wide, 18’' deep. Olive green or 
Cole gray baked enamel finish. 


Dheo. DIZ LETTER SUZ nnn. ccceccccecscssee a 9% 


No. 1092 LEGAL SIZE 


Similar to above No. 992 but | 


with two legal size instead of let- 


ter size file drawers. 60° high, 
3412"' wide, 18" deep. im 


$9450 SIG 


ra 


J 


The above cabinets in Grained Walnut, Mahogany or 


Knotty Pine finish $15.00 additional 
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PRONTO 


STORAGE FILES 


Doss adture 
S 


There is a size made for every office record. Sturdily 
built of 275-Ib. test fibre board, reinforced with steel 


on the shell and the four corners of the drawers as 


$435 


Legal Size 


well. Cost no more than ordinary files! Can be inter- 
Sahat Kien $3 55 locked and stacked to the ceiling. Beautiful in ap- * 


pearance, finished in olive green to match your 


regular office tiles. Wiil last a lifetime. 


OTHER SIZES AND PRICES 


7 | FIBRE BOARD FRONT STEEL DRAWER FRONT 


~ Used for .: Width Height Length File No. Single Carton File No. Single Carton 

‘ FOLLOW BLOCKS “Letter Size 12% 1014 24" | E210 $3.55ea. $3.45 1210L $4.45 ea. $4.35 
for any size Pronto 90c addi, ‘LegalSize = 15%" 10%" = 24 E510 435ea. 4.25 1510L_ 5.60¢a. 5.50 
; e Checks 1012" 4%" 24” E104 3.05ea. 2.95 104L 3.95ea. 3.85 
: SANITARY BASES Drafts or Checks We" 4%" 24" E 94 2.40ea. 2.30 1941L 3.00ea. 2.90 
Available for any size — $3.60 8x5 Forms (210ws) 1078 = 834" 2.4” E108 3.50ea. 3.40 108L 4.25ea. 4.15 

* Freight Bills 9" ” iis 24" E 97 3.00ea. 2.90 7 «838.5500. 345 

FREE! 5x8 Forms 8%" 5%" 24” | -E 85 270ea. 2.60 1851L 3.39ea. 3.20 

= A set of interlocking stackers fur Tabulating Cards 7%" a ad E 73 240 e0. 2.30 73 2:95: e0. 285 
| a eee 4x6 Cards (200m) 12%" 5° 24° | E 24 3.20ea. 3.10 1245 3.95ea. 3.85 
*Ledger Sheets 1238 1214’ 18” E 12 5.1l5ea. 5.05 1212M 6.70ea. 6.60 


*Packed 6 to a carton — All others, 12 to a carton 


tH 


COLE’S BLUEPRINT CABINET 


for: ART and PHOTOS 
ENGRAVINGS * MAPS and PLANS 


PRINT 
~—__ BLUEPRINTS 


A five drawer unit built of heavy gauge furniture steel used 
in many government offices and defense plants. Smooth 
gliding drawers on ball-bearing rollers, equipped with rear 
hood and lift compressor in front for protection of contents. 
Additional units can be added and interlocked. Cole gray 
or olive green baked enamel finish. 


Price for Sanitary 
Inside Drawer Outside Cabiet 5 Drawer Bases 
No Ww H D. Ww H D Units 7'/2"* High 
4030 37” 2%" 25” 4032” 1534 2836” $112.50 $16.00 
S332. 43° 2%" 32” 4632 = 1534" 35338” 149.50 18.50 
5038 SO” 24" 3B” 5330” 1534” 4139” 169.00 20.50 


Plunger type lock that automatically locks all drawers; $15 00 additional 


Illustrated above, two 5 drawer 


units on a sanitary base 


OL STEEL EQUIPMENT COMPA 
285 Madison Auge, we 
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The well-furnished office has an advantage in attracting better-grade personnel. 


Management saves money by office modernization 


Savings in rent and salaries through increased output 


more than cover cost of new furniture for work stations 


by Homer Smith 


Sales Education Director, Ditto. Ine. 


ECONOMY is the natural goal of any efficiently run busi 
ness, but it is never achieved by being penny wise, pound 
foolish. Yet businesses that are still hampered by old- 
fashioned offices, musty and depressing in atmosphere, usual- 
ly cite cost as their reason for not modernizing the office. 

At first glance, modernization of the office may seem like 
a luxury to a tightly run concern. But only at first glance. 
Any real analysis will show that providing a pleasant and 
efficient working atmosphere is not only relatively inexpen- 
sive; it will in the long run usually save money. 

Furniture is one of the items that go to make up office 
overhead costs, Let's see how it compares in the total cost 
picture: 

Clerical salaries: NOMA studies show these range from 
$38 to $80 a week across the country. The average in most 
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ofhices probably works out to about $60 a week, or $3,120 
a year. 

Rent: A conservative figure for rental in the average office 
would be $4.00 a square foot. Usually from 60 to 100 square 
feet are allotted to each worker. Assuming 80 square feet 
per worker, yearly cost would run $320. 

Other overhead: These costs vary widely and are difficult 
to estimate, but a fair rule of thumb figure would probably 
be 10 per cent of payroll. Thus overhead exclusive of rent 
for the average clerical worker would probably amount to 
about $312. 

For tax purposes, furniture can be amortized over a ten 
year period, Actually, it will last longer, but using the ten 
vear figure, let’s see how much the total cost of equipping 
one worker with a new desk and chair amounts to in con 
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parison with the other costs for that worker over a ten year 
period: 


Cost of Clerical Position: 


Salary ($60 x 52 wks. 


> 2” Pere $31,200 
Rent ($2 x 80 sq. ft 
i oo. 3 oer 3.200 
Overhead (10% of 
ss le a eR 3.120 
Total $37,520 


Cost of Furniture: 


es 6 ies rk oie oo) Gad 5 $160 
Posture Chair ........ 40 
Total $200 


From these figures it will be seen that one month's salary 
for a typical office employee could pay for all the furniture 
he would use in ten years. 

Nine months’ rent on the floor space he uses would pay 
tor the furniture he uses over a ten-year period. 

Overhead expense for one employee for nine months 
could pay for all the furniture he uses in ten years. 

Or, alternately—the cost of salary, rent and overhead for 
one employee for less than 14 working days could pay for all 
the furniture he uses in ten years. 

Put on an hourly basis, the cost of furniture is ridiculously 
low for the returns it brings. Fifty-two weeks of 40 hours 
each amount to a total of 2,080 paid working hours per 
year, Let’s say the furniture cost for one employee is $208, 
to keep the figures simple. Cost for the furniture over the 
ten year period would amount to one cent an hour—even 
disregarding any trade-in allowance. 

Still, these figures, low as they are, do represent costs. 
Are the benefits of a fresh, attractive looking office worth 
the costs? What are the benefits? 

First of all, production is increased. This is not just a 
vague claim. The new smaller desks save lost motion in 
reaches, better drawer arrangement, smoother operating 
drawers. The adjustable heights, posture chair, typewriter 
platform, finishes that reduce eyestrain—all add to the com- 
fort of our employees. Greater comfort, in turn, and in- 
creased ease of operation cut down on rest periods, reduce 
absenteeism, and labor turnover. 

Some studies have shown as much as a 35 per cent increase 
in production following a complete office modernization. 
This is one instance and does not necesarily apply to all 
offices. But any office might reasonably expect that when 
old furniture is replaced by a more comfortable and more 
convenient desk and posture chair, the average typist would 
be able to get out one more letter per day than she produces 
now. That one additional letter, by office standards studies, 
would represent about a three per cent increase in produc- 
tion. 

That three per cent increase in the production of a $3,120 
employee would represent $93 a year. Thus, the $200 in- 
vestment in desk and chair would pay for itself in slightly 
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over two years in salary savings alone. Succeeding years 
would each show a 50 per cent profit on the investment. 

A slightly more intricate calculation shows exactly how 
slight an increase in efficiency pays the total cost of the 
furniture, Thus, assuming that an office has 20 clerks at 
an average salary of $2,500 a year, and that for each ot 
these clerks it invests $200 in a new desk and chair, salary 
costs for the clerks over a 10-year period would come to 
$500,000: cost for the new furniture would amount to $4,000. 
Dividing $4,000 by $500,000, the dividend is .008. Thus an 
increase of only eight-tenths of one per cent in efficiency 
would pay for all the furniture. 

Looking at the savings possible with furniture from an- 
other angle, the rent expense should be considered. Rent 
can be saved if space is reduced, or additional space can be 
achieved without increasing the rent, by installation of new 
furniture. The new smaller desks can save as much as 40 
per cent of the space occupied by an old desk, while still 
providing the requirements ot the position. Island bases 
alone often save as much as 15 per cent of the total area 
needed for a desk. But a conservative space saving figure 
following new furniture installations could be set at 10° per 
cent. 

Ten per cent of $3,200, the total rent over a ten-year 
period for the average employee would be $320, or more 
than 1! times the cost of the desk and chair. Thus, the 
new equipment would pay for itself in less than seven years 
in the saving of floor space alone. 

In other words, new office furniture is not an out-of-pocket 
expense; it is an investment. And it is an investment, as 
these examples have shown, which may give a return of 
30 to 30 per cent a year. 

There is the factor of tax reduction for depreciation to be 
considered, too. This can help pay for modernization ot 
the office. 

For instance, many an office is paying 50 per cent and 
more of the top income bracket in taxes, Only fifty cents of 
each dollar of additional income over a certain level is re- 
tained by the company. Every dollar spent that reduces net 
income reduces income after taxes only 50 cents. 

Thus, an office modernization program costing $5,000, 
depreciated $500 a year, would reduce net income after taxes 
only $250 a year. 

These are the tangible dollars and cents reasons why mod- 
ern office furniture is a good investment. But the intangible 
reasons may be just as important. Employee shortages are 
one of the chronic problems facing every office today, and 
the competition to attract the better grade personnel is es- 
pecially sharp. An office that is attractive, and that offers 
comfortable and efficient working conditions is obviously 
going to have an advantage in attracting top-grade em 
ployees over an office that is dingy, uncomfortable, and de- 
pressing. The surroundings in which the employee is asked 
to work are among the fringe benefits of his job, It is a wise 
office that insures they can be considered “benefits.” 


Costs per hour: 


EE Wb cm Oh ASOD $1.50 
TA eae eee 16 
Overhead ............. 15 
OCC TTS .O1 


OFFICE MANAGEMENT November, 1953 


r “ - a a eh Se, a hee 25 i ae en ea ia eo reel eet ET ok oe OL Df are 
ae 4 a - ae ce! a Seo, — aa i" Fed i 4 » i eS ™ are Pes ae Cn fi 
ig ee jee? | en Te, Sen 
sa . - i 
‘ 
¢ 
‘ 
ss 
i 
“ 
a 
. 
. 
m * 
% ; 
iy 
Lev 
- 
. 
‘a | 
Bh | 
ai 
a. 
oh 
oe 
ae 
TF}. 
/ 
i 
ke 
apie 
#e 
ac , 
a 
hy 
a 
sd 
4 
; 
4 
a | ee OVO 
be 
“ges 
oi 
oY 
oo. ’ 
on . . 
te i = ? ! 3 ’ a ig F be o : 8 7 3 
ee ee | cs am ye Wes - a ae fe a : : ie 7 ek eves tenes = ' . 
Tae Be ur aa ; = ei gee ee x : MS aes fe wre: ? ees ze 
ae eet 7 = % ; ‘ee , + ees tS ead Remi tt 
a ae : ee 7 " * = ee ae B ey: Fee re. ; fat Ra AS ae 
a 4 .: <n — “ i. nee a ine ere eee Af acy Se ene F 
: : = ee. ia re, ae i atta SVE cg ae * pe ae 
’ a 5 =. i 4 aN ae) i a eal +) a eee 2 . 
¥ a ae ae | a siege” 
, , — Jl : r ae Oe 
e q nhs ot a ee a Ta amen: "5 dj 


How an “Office of the Year” selects furniture 


WHEN the wreckers move in on an old building and begin 
to take it apart, the city around it starts to perk up. Why is 
this building coming down? What is going up in its place? 
What will it look like? Public curiosity about new buildings 
is sO insistent that for some years now it has been the practice 
of many builders to provide peepholes and galleries from 
which the curious may vicariously supervise construction. 

Few events in the business world stimulate the public 
imagination as much as the prospect of watching a new 
office building going up in midtown, especially if it is to be 
of novel appearance. But most of the excitement usually 
deals with whether the new structure is to be a tower ot 
aluminum, a block of glass and stainless steel, or a prosaic 
mass of conventional masonry. Relatively little thought is 
given by the outsider to what the building will really be 
like to the insider. 

While the livability of a building is dependent on many 
things, one of the biggest factors, and one which has a most 
important effect on workers, is the choice of furniture. The 
sidewalk superintendent may not realize it, but the selection 
of furniture can be so big a job that in many cases it will 
have begun long betore the wreckers have started clearing a 
site for the new structure. 

The history of Lever House, the “Office of the Year” 
Award-winning glass tower that Lever Brothers built a year 
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ago to house their main offices on New York's Park Avenue 
illustrates the problems that beset a company that plans to 
open a new ofhce. Lever Brothers had a great quantity c/ 
pertectly usable furniture in its previous offices. This furni 
ture presumably could be moved to Lever House and con- 
tinue to serve. But should it be moved? 

In such a situation many things need to be thought out. 
Is the old furniture functionally suitable for the new struc- 
ture? Is it stylistically appropriate? Lever Brothers decided 
that a modern office called for modern furniture. 

Once a decision was reached to obtain new furniture, the 
problems of selection arose. Wood where? Metal where? 
Standard or special? What style? Where should the lines 
be drawn between organizational levels that were to have 
different grades of furniture? And, first of all, who was to 
make the decisions? 

The last question was answered first at Lever House. The 
Raymond Loewy Corporation was selected to design the 
interiors, and that organization worked with what might 
loosely be called a management committee from Lever 
Brothers. This was not a formal body; rather, two of the 
directors obtained reports from the general office manager 
and from other experienced individuals in the company and 
worked with the designers to produce an overall plan. 


For the general offices this plan was comprehensive and 
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Board room 


specitic. While the color schemes vary in some cases from 
floor to floor, they are part of a predetermined general design. 

Even in the private offices, an overall plan was set down 
first. The style would be modern, but company officers 
would have the choice of several possible designs. While 

- some executives would possibly have preferred more con 
‘ventional styling, there were no serious objections to “going 
modern,” and after a year in the new offices, it is evident 
that the scheme has justified itself. 

In private offices at intermediate organizational levels, 
personal preferences extended to selection of the color of 
the upholstery and draperies, and to the choice of pictures. 

As the program was finally executed, wood furniture was 


Executive 


used in private offices and in the lobbies and other spaces 
issociated with the executive offices. Steel furniture was 
used throughout the general ofhces. 

Furniture for the private offices was specially designed, but 
standard furniture was used in the general offices, with cer- 
tain modifications. One such modification was the use of 
a special linoleum on the metal desks; another was that 
just about all of the general office furniture was painted a 
special color known as “Lever House beige.” This color 
was selected to match the walls and flooring. While most 
of the furniture was ordered new, a few items, such as rotary 
card files and typewriter stands, were transferred from the 
old offices and repainted to match the new equipment. 
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General oflice view 


t 

The size ot this planning job may be measured by the 
fact that the plans were well over a year in process. Its 
success 1s evident from the contentment expressed by Lever 
House workers with respect to their surroundings. 

Planning, of course, is not the whole story. Neither 1s 
the execution of the plan, which was carried out without 
major problems. A furniture installation must be main- 
tained, and this requires not only that the equipment itself 
must be kept in good repair but that suitable records be 
maintained. Maintenance is both physical and clerical, and 
to leave it at that would be to ignore the private troubles 
of the accounting department in its battles with deprecia- 
tion and other costs. 

Fundamentally, there are two approaches to the matter 
of keeping furniture in good physical condition. One is to 
schedule a definite program of inspection and maintenance, 
which may be operated by the company itself or by a con- 
tractor. The other is to report and repair individual items 
only as they require it. A decision on this point requires 
weighing the expense of conducting inspections of equip- 
ment against the expense of breakdowns that might be 
prevented by inspection. 

Lever Brothers Company feels that maintenance has been 
so small a problem over the first year and a half in the new 
building that there seems to be no need yet for a regularly 
scheduled overall inspection program. 

Currently, the company is making checks every few 
months to see that the posture chairs are properly adjusted 
for the users, but this is merely a matter of keeping pace 
with normal changes in job assignments, and has nothing 
to do with physical wear of the equipment. When it comes 
to actual physical repair, Lever Brothers believes that the 
best procedure is to make the department managers re- 
sponsible for the condition of their furniture. If a unit needs 
repairs, the department manager makes the proper request. 
If the job is relatively small, the company can perform the 
necessary work, since it employs a qualified man, Larger 
repair jobs, of course, call for outside assistance. By using 
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this procdure, the company saves itself the bother of a 
formal maintenance program. 

\ similar short cut has been taken in the matter of record 
keeping. Many companies maintain an elaborate system of 
stamping out metal tags bearing serial numbers attaching 
them to the furniture. Having thus identified every piec« 
of equipment, these companies then keep records om the 
location of each item and note all subsequent changes. At 
Lever House, this procedure is thought to be inefficient. 
No tags are used. No records are kept on the location of 
individual pieces. For accounting and other purposes, Lever 
House keeps records showing that it has so many desks of 
a given model, so many secretarial posture chairs of a given 
design, so many filing cabinets of a given catalog number, 
and so on, and those figures are considered sufficient. If an 
item of furniture is to be moved into or out of the building, 
of course, the proper notations are made, but it is not con 
sidered worth while to go to the trouble of keeping detailed 
records on the exact location of the equipment. 


To a certain extent, the Lever House program is experi- 
mental. It does not apply to machines such as typewriters, 
bookkeeping machines, and so on, which require more de- 
tailed records. The present methods are based on company 
experience since the new building was opened. So far this 
approach has been entirely satisfactory. 

In a sense, it can be said that the furniture program at 
Lever House expresses a basic point of view. The stream- 
lining, the effort to improve efficiency, which impress the 
Park Avenue stroller as his eyes pass over the gleaming ex- 
terior of Lever House, are not simply external, The furni- 
ture within also was chosen for its efficiency and its appear- 
ance. The methods by which that furniture is maintained 
and accounted for are similarly streamlined. The effort has 
clearly been made to dispense with encumbrances of all 
kinds, physical, clerical, and psychological. It is because of 
this fundamentally sound viewpoint that Lever House is 
equipped with furniture that not only expresses a modern 
outlook but contributes directly to its success. 
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Part 3- 


More profit—less paper 


through work simplification 


By Joseph W. Lucas 


with the assistance of other members of the 


Department on Organization 
STANDARD OIL COMPANY OF CALIFORNIA 


San Francisco 20, California 


The Department on Organization of the Standard Oil Company of California is more 
than twenty years old, and has been a pi in org 
manpower controls, wage and salary administration, and research in management practices. 


ization planning, methods and 


SUPPLIER 


MACHINE ACCOUNTING 
AND OFFICE SERVICES DIVISION 
(MAIL ROOM) 


PURCHASING SECTION 
(SERVICE STAFF) 


DISBURSEMENTS UNIT 


Go 


Sends invoices in triplicates |. Receive invoices. 


2. Screen invoices and 
send al! invoices of 
$100 and under to Dis- 


bursements Unit. 


3. Send invoices of over 
$100 to the Purchasing 


@ 


4. Mail to vendors. @ 


a Check for accuracy of 

price and quantity on 
invoices over $100. 

2. Send invoices to the 

Disbursements Unit. <— 


3. Perform systematic test, 
obtain sampling from 
Disbursements Unit, 
and check audit of 
price and quantity 
on invoices under 
$100 in value. 


@e 


Check for proper approvals. 
Place discount terms on invoices. 
Check extensions on invoices over $100, add “use” 
tax, where applicable, compute discount on all 
invoices. 
Recheck only on discounts on invoices over $100. 
Sort invoices and file duplicate and triplicate 
for payment controls into sortergraph. 
a. 10th, ISth, 20th, 25th “prox” for cagh discount. 
b. Others, break down into alphabetical controls 
by vendor. 
Sort originals by section or division in accordance 
with order number designation. 


} ae oer invoices Ff section or division break- 
stat forward to section or division on trans- 
a al. 


Add duplicates and triplicates by payment controls 
and balance with originals. 

Upon date of payment take control from sortergraph, 
establish total for each vendor, writing total on 
first invoice for each vendor for the group of 
invoices. 

Balance with invoice contro! posted at close of 
each day's business. 

Combine with any other voucher requests for the day. 
See that Cashier allocates sufficient funds to 

bank account. 


Prepare check, voucher jacket, transi ttat Qn 
remittance advice, and check register in on 
operation. 

Balance with control. 

Affix duplicates to voucher jackets. 
Attach triplicates to remittance advice. 


Send check register and checks with remittance 
advices to Cashier. 


File check register, which acts as . 


receipt of checks delivered. 
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FRO “YpPPR INCE ; : . 
: M EXPERIENCE it has been found that the employees Forms must be designed to fit the system. Otherwise 
w rf a ; : 
oe the work can furnish helptul suggestions on its excessive record keeping and report costs will be incurred 
simplification. T . . > reluc 
pihcation. This often comes about trom the reluctance Determination of the one best way to do the work—making re 


of the e nt an . we ap ss. . ; 
€ employee to discuss improvement possibilities with one piece Of paper serve all purposes without recopying and aa § 


his supervisor, o . *k 
- | ‘ I, — trom a lack of encouragement. recording in different ways—should be the purpose of this 
‘requently the an: M4 i ate : ggestions ! 
mi j inalyst can stuumulate such suggestions by analysis. In this manner the most economical operation oe 
indicating that the originator will be given full credit in the may be achieved °; 
- j ; ; 
resentation t ‘ “me T in f 
} n to management. Phere are three principles in forms control: (1) standard 
ee ; 
. ~ e - ization, (2) minimum number of items, and (3) minimum 
Combine. simplify forms ; Soe cle ; i 
ee 4 J number of copies. Many publications outline the various a 
a torm, record or re : -€ ate i 
hrs : re re cannot be eliminated by apply- phases of form control and design, such as the type of paper, 
g the principles o : > previ cu ica- 13 ili 
: ciples outlined in the previous section—applica size and color, numbering, method of mailing, routing, 
ion cw le questioning attitude—then it may be subject to spacing and expansion for other uses. This long list need 
implification or combination with other records, or to not be discussed here. The reader is referred to existing 
. change, to fit the desig “d I if ; 
y ge, esign of a proposed new system or pro texts on the specific subjects. a. 


cedure. il i 
The analyst should have all forms in folders for the em- - * 
’ Df: 


| SECTION OR DIVISION | : 
CASHIER RESPONSI BLE FOR Jee 
REQUESTING F | 
MATERIAL OR SERVICES | alienate , 


Exhibit K. Part I 


THE FOLLOWING Lists THE IMPORTANT DIFFERENCES aii 
OVEK THE OLD SYSTEM IDENTIFIED BY THE CIRCLES : 


| } l—tThe economy of not checking invoices under $100 in value 

is described herein under EXHIBIT “K", Part 2.* This shows the 
type of analysis used in testing the economy of checking 
precesses. 


2.—The procedure described in (1) is alse applicable at this , 
point. Only invoices over 3100 in value are checked completely sy 
as received. All invoices under $100 in value are subjectea to ij 
test check audits. then 


3.—The procedure described in (1) applies equally to the check- i a 
ing of extensions end rechecking of discounts on invoices onder hai, 
$100 in value. Note that the principles of limiting the amount ae 
of checking as described in EXHIBIT “K", Part 2, is applicable , 


to all features of processing invoices. ‘ 


4.—This shows the further effect of the economy of a new iy 
system. A review of frequency of payments to vendors revealed : 
that individual vendors were receiving as many as nine payments 
per month under the old system because no systematized method 
| of processing invoices was in effect. ns 


1. Check against acknow!- 


ledgment of } 

ps ser receipt of 5.—The new system produced further economies. Formerly, the 
2 Cashier prepared individually typed checks and check register 
+ Check for correct and performed detailed adding and balancing. Also, the Cashier 


| 
| 
| 
| 
| 
| 
| 
| 
| 
| 
| 
} 
| 
totals on transmittals. protectographed each check individually. 
3. Pass invoic = I Fa 
counting Hage ay The benefit of knowledge of systems, research and contacts with p, 
| placing account cl equipment houses is important in developing a new system. In 
| fication : — this example, a machine is available which will prepare cheek, 
on invoices. voucher jacket, transmittal remittance advice, and check register 
| in one operation and previde automatic totals for balancing pur- 
} 4 P é. 
poses. Also, the machine is cquipped with pinpoint type which we at { 
Transfer funds to cover | automatically protects the checks against manipulations. ‘ ; ; 
oe Payable 6.—A review of the work showed that the employee was aceemulat- ee 
- ccount. ing payments of individual invoices by each vendor on a “blotter” 
record. By providing one payment to each vendor enclosed in a ' 
voucher jacket totals for the month are available without further ie Bes 
effort. 


2. Issue voucher checks 
and control numbers to 
= visbursements Unit 


| 7.—The Cashier was detailing information regarding invoices on 
| remittance advice that accompanies the check. The mew system pro- 
vided for returning copies of vendors invoices with checks thus 
| providing an accurate record of what the payment covered. 


| 
erial also placed the account classifications on invoices. 


| 8.—Note an improvement in internal accounting control processes. 
The same clerk who checked acknowledgemenet of receipt of mat- 
Sign checks. | 
| 9.—Note an improvement in internal accounting control processes. 
initial a copy and | The Cashier formerly typed checks and remittance advices, sent the 
return to Disbursements | checks out in the mail, and performed the bank reconciliations. 
7 Unit. This placed almost complete control over cash with one person. : 
| 5. Send checks with re- The check and review of several individuals was lacking. The e 
mittance adv t Cashier's functions are limited to that of cash movements, the . 
Chief a acon issuance of control of voucher checks, the signing of checks, (the * 
eeimetees —p. Peruse documents signature of another is required), and to act as a check on the - 
5 work of others. 


4. Review check register, 


generally for authen4 
ticity. 10.—Note that checks are sent directly by the Chief Accountant to 

2. Countersign checks. the mail room. 
| 3. Send checks with re- 


7 ) _ : : i 
. - ittance aavices ¢ * Exhibit “K™. Part 2. will appear in the December issue. 
mail room, 


— 
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METER READING AND DELINQUENT FOLLOW-UP 


DISTRICT 


WOTE - TYPE OF RECOMMENDATION SUBMITTED 


The detailed recommendation nade by the analyst on t form was as ¢ ms 
Discontinue the present method of scheduling meter reading ana ¢ Owing delinquent 
accounts. A simple combination form will replace the ft ming 
Delinquent Account Follow-Up, Form M-271. 


i 
2 Monthly Record of Service Sooks and Service 8: IIs Transit. Fors ™-1#9 
3 Delinquent Account Receivable, Form 13. 

%. Recapitulation Sheet attached to Form M-27). 

5. Meter Reading Control Sheet - typed. 

€. Other memoranda maintained. 


he new form will be prepared as follows 

1. Columms | and 2 should be filled im, in the beginning and from then on, as a 
continuing form from morth to month. 

2. Columns 3 and 4 snould be filled im at the time that the Bilis are presented. The 
check-off should be made when the “Notices of Unpaid 2:11" are marie. 

3. Column 5 figures should be obtained by running an adding machine tape each day 
the total amount of “Notices of Unpara Bill” ma:led. 

4%. Column 6 should be optained from the control sheet and should be entered by route 
number as of date notices are mailed. 

5. Column 7 should ve filled im at the beginning of the month and should be tre ¢ 
after the next meter reading date. The check-off should be mace at tre time of 
mailing the shut-off notices. 

6. Column & figures should be entered each day that the notices are mailed. 

7. Column 10 should contain the number of accounts by days. shut off for nonpayment. 


oR (omen. 
- 2ot 
As gels 2, Calif - 


WATER COMPANY, INC. 


P.0. Box 3940, Terminal Annex 


Los Angeles 54, California 


Front of Envelope 
(Self-addressed Kefurn to Company 


NOTE = TYPE OF RECOMMENDATION SUBMITTED 
The recommendation made by the analyst on this form was as follows: 
"Discontinue the present separate billing statement anc envelope. 


“Institute a combined billing statement and envelope as shown above. 
This form will serve as both a remittance advice from the customer and to 
facilitate and expedite payment. It will be easier for the office to iden- 
tify remittances as the original bill will be returned. Salesmen should 
continue to fill out the invoice in longhand.* 


(Part 1) Exhibit J. (Part 2) 


ployees concerned with their processing. Thus he will be 
in a position to analyze and review all forms, limited only 
by the time allotted by the project work order. 


Examples of form design with respect to combination 
and simplification are shown in Exhibit “J,” Parts 1 and 2, 
above. Another example of combination tied in with a 
proposed mechanized system is shown in Exhibit “K,” 
Part 1, pages 62-63, item 5. 


Charting work flow 

It is often quite difficult to follow office and clerical work 
because of the complexity of detail. To this must be added 
the fact that many different individuals are engaged in 
processing papers to insure good internal accounting and 
statistical control. Charting the flow of the work and re- 
cording each step provides the basis for improving proced 
ure and eliminating unnecessary work. It also serves as a 
basis for developing agreement on new ideas. 

There are many types of flow charts and many different 
styles of recording work. Exhibit “K,” Part 1, shows a very 
simple type of flow chart as prepared in an actual survey of 
an invoice processing and accounts payable routine. The 
flow of work within the new system, rather than the old, is 
shown. Some of the principal faults in the old system, such 
as delays, bottlenecks, unrelated activities and costly fune- 
tions, are earmarked and described in the chart. 

Frequently multiple checks on various phases of the work 


will be imposed without due consideration for the cost in 
manpower. Proper delegation of responsibility for the ac- 
curacy of the work, institution of proper overall controls, 
and the adoption of adequate test-checks, rather than com- 
plete checking of all detail, usually prove to be more eco- 
nomical. There is no substitute for this type of analysis to 
supplement the flow chart and sell the idea to management. 


Observe work tempo 

Careful observation of the tempo and manner of the work 
of the employees will disclose possible weaknesses, such as 
employees (1) waiting 
and (3) conversing in small social groups; or (4) evidence of 


tor work, (2) doing personal work, 
£1 


preparatory work arrangement in anticipation of a survey, 
(5) arguments among employees, (6) lack of backlog of 
work, (7) unequal workloads between employees, (8) light 
assignments, and (9) poor supervision, Observation is a 
very important technique and should be used to supplement 
all other techniques of work simplification, 

A rough sketch of an office layout may be all that is re- 
quired in order to study the physical arrangements and fa- 
cilities and make recommendations. Because of floor space 
limitations, it may sometimes be necessary to work with 
more exact measurements. To clarify current or recom- 
mended practices, the flow of work may be charted on a 
copy of the sketch. Proximity of related activities will pro- 
mote speed and a smoother work flow. 

(To be continued in December) 


Reprinted by permission of the copyright owner. Copyright, 1953, Standard Oil Company of California. 
Single copies of this book will be supplied free by Standard Oil to persons who can use them, but a 
charge of $2.50 per copy will be made on orders for several copies from a single source. 
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Ké the new ' Blac White: bok of 


HAMMERMILL 
DUPLICATING PAPERS 


0-BOND 
HAN AMER MIME 
AMMER RMILL AMMER™ 
ite look, famous fai 
u 


-wh 
eo with its Src be 7 r 


All 4 fine papers now improved 
to give you faster, cleaner, 


uu ion sur 
> ater MIMEO — its exclusive inks more brighter copies—and more of them! 
: a 

reproduction on absorb mimeoee a to produce 
face —— nde padre from a single Here’s a whole bright, new outlook for all your du- 
vy. nee clean, legible SAMERMILL pr xe plicating needs! Hammermill’s new blue-white papers 
cae New bl ponte opi _that — anne make copy after copy look brighter and more attrac- 

encil. Mia’ : P 

pe will turn cn eather ovieit tin-tyP tive. Famous for outstanding performance, these 
htness—° apers feed easier, run faster, save time and money 
brig Both papers pape 3 


on every office reproduction job. 

Ask your printer to show you the wide variety of 
Hammermill duplicating papers he has available. 
He'll also be glad to show you how colorful printed 
headings can add extra attention value and improve 
the effectiveness of all your office duplicating. 


Duplicating 
Papers 


Send today for your free HAMMERMILL MASTHEAD KIT. 
It's filled with idea-building samples of printed mastheads 
on Hammermill duplicating papers. Write to Hammermill 
Paper Company, 1471 East Lake Road, Erie 6, Pa. 
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BUY 
CARBON PAPER 
FOR THE TROPICS 


THAT IS MADE TO BE USED IN TEMPERATURES 
OF 85 TO 100 DEGREES FAHRENHEIT 
(WITHOUT ROLLMARKS OR SMUTTING.} 


WHERE IT IS NECESSARY TO USE 
CARBON PAPER IN THE TROPICS, USE 


KEE OX, DRI KLEEN CARBON 


CLEAN IN ANY TROPICAL TEMPERATURE 
NO SOILED CLOTHES, 
CLEAN RECORDS, 
NO INCONVENIENCE, 
BUT 
PERFECT EFFICIENCY. 


MANUFACTURED IN 4, 5 and 8-lb. WEIGHTS 
Genuinely BONE CLEAN. 


Also every size and color known 
of inked ribbons for all machines. 


Special Discount on Export orders. 
If you have quotations to make 
get our prices first. 


A few foreign EXCLUSIVE territories open. 


KEE OX, EXPORT DEPT. 


ROCHESTER 1, N. Y., U.S. A. 
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CRAFTSMAN | 


pag eA 


a — 


" eek a Pe 
an 
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— 
Tener 


ea en ee 


_, Jasper. 


mE TET 


CHAIRS — 


2 Te Pr aa 


SIT DOWN... 


i in comfort and relax! 


ee oe 


oe 


Sit down and relax in the 
one office chair designed es- 
pecially for comfort—Crafts- 
man Chair's £1700 shown 
here. 


* 


You do your most produc- 
tive work . .. with less strain 
physically and mentally ... 
when you work in a posture- 
! fitting, comfortable chair. 
} This Craftsman Chair is 
styled to fit you! 


In developing the 71700, 
Jasper Seating planned for 
comfort, style and depend- 
ability ... all at a reasonable 
price. This is it—with all- 
around quality and dur- 
ability built into every inch 
of it. 


¥ 


You'll work better .. . 
you'll feel better . . . when 
you work in a Craftsman 
Chair. Try the new 71700 
and see if you don’t agree. 
Ask your dealer. If you 
don’t know his name, write 
us. 


oe 


OMPANY > 


* 


SEATING 
JASPER, INDIANA 
OUR AIM: EXCELLENT WOOD! OFFICE, Chants << 
Bat orkid tbl Deda eikd: da 
November, 1953 


Books and Pamphlets 
(Continued from page 51) 


Planned Office Lighting 


A pamphlet called Planned Office 
Lighting discusses lighting costs, de 
scribes the benetits of planned office 
lighting, tabulates recommended values 
of illumination in footcandles, lists ses 
eral means of improving existing light 
ing, and directs the reader to sources ot 
authoritative information on this sub- 
ject. Among these sources are: 

The American Institute of Electrica! 
Engineers, 33 W. 39th St., New York 
1s, N.Y. 

Better Light—Better Sight Bureau, 
(420 Lexington Ave., New York 17, 
| N. Y. 

| Better Vision Institute, 630 
Ave. New York 17, N. Y. 

Life Office Management Association, 
110 E. 42nd St., New York 17, N. Y. 
| National Office Management Asso 
‘ciation, 132 W. Chelten Ave., Phila- 


| delphia 44, Penna. 

| National Paint, Varnish & Lacquer 
Association, 1500 Rhode Island Ave. 
|N.W., Washington 5, D.C. 

Office Equipment Manufacturers In- 
stitute, 1903 N St. N.W., Washington 
6. os; €. 

Wood Office Furniture Institute, 730 
Eleventh St.. N.W., Washington 1, 
<3, 


These organizations are prepared to 


Fifth 


| distribute information on all phases of 
‘office lighting. One example of the 
literature available is Official Standards 
‘of the Illuminating Engineering So- 
| ciety. 

Planned Office Lighting is published 
by the Better Light—Better Sight Bu- 


reau at the address given above. 


Slide Film Presentation 

An effective way to put company 
ideas across to employees is to make 
a short series of ordinary color slides 
that tell a story and then to record an 
intormal series of comments about 
them with a standard tape recorder, 
according to the Minnescta Mining 
and Mfg. Co., 900 Fauquier St., St. 
Poul 6, Minn. 


A “how-to-do-it” booklet on this 
subject has been prepared by the com- 
pany and may be obtained on request. 
It is called How to Make Your Own 
Slide Film Presentation for Under 
$20.00! The booklet lists 


steps and 


five simple 


includes tips and details 
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NOW... 


Photo-exact copies on 
ordinary paper 


¥ ci. 


j t a * 

The Kodak Verifax Printer is 
sensationally different . . . lets 
you make 3 copies of a letter in 1 
minute. And you make your copies 
on ordinary paper instead of on 
specially treated papers . . . using 
only one sheet of sensitized Verifax 
Matrix Paper. 

As a result, you can copy letters, 
charts, records faster, more eco- 
nomically—3 copies of a letter cost 
less than 4 cents apiece. 

The only equipment needed is 
the typewriter-size Verifax Printer 
shown above. It’s designed for 
every office ...can be placed where 
the paper work is heaviest . . . op- 
erated by anyone under present 
lighting. And it’s priced for every 
office —only $240 . . . quickly pays 
for itself by eliminating costly 
retyping, proofreading... and ena- 
bling you to dispatch legible black- 
on white copies immediately. 


Verifax copying saves 
wherever there’s paper work 


No other process is as handy as 
Verifax copying. It will pay you to 
mail this coupon today for free 
booklet giving all the facts. 


Eastman Kodak Company 

Industrial Photographic Div. 

Rochester 4, N. Y. 
Gentlemen: Please send free Verifax 
booklet and names of near-by dealers. 


Name 


Company 


Address 


City State__ 
Price quoted is subject to 
change without notice. 
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Courtesy Thompson 
Products Museum 
Cleveland, Ohio 


Cars don’t benefit from years of use.. 
inefficient, worn out or finally, 


. they become 
obsolete. Likewise, 


your visible record systems and equipment, through 
the years, may well have outlived their usefulness 
and efficiency. Remington Rand suggests that you 


modernize to economize . . . with the latest in visible 
record keeping systems and equipment. 

Savings up to 25% in clerical cost alone have 
been achieved by modernization of office equipment 
and systems.* Remington Rand’s new visible record 
keeping equipment makes it possible for you to in- 
crease office efficiency and work output... to obtain 


MARL ALLIED 


Kardex Imperial 


more production for every dollar spent. The cost 
of the new equipment and systems necessary to 
do this will quickly be amortized by the increased 
production you obtain and the economies effected. 

Some of the Remington Rand equipment we 
suggest for this modernization— 
1. KARDEX IMPERIAL 

or, for the ultimate in visible record equip- 

ment, 

Electrified ROBOT-KARDEX 

and, in conjunction with either, 

KARDLOK 

signals and forms, for accurate, and positive 

signal control. 
Stop in at your nearest Remington Rand Business 
Equipment Center soon, and see this and other 
equipment for yourself. Or, write to the Manage- 
ment Controls Reference Library, Room 1380, 
315 Fourth Ave., New York 10, N.Y. Ask for the 
folder “Modernize To Economize,” KD730. 


nw € 


PROFIT-BUILDING IDEAS FOR BUSINESS 


* We have the reports on file, for your study af any time. 
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Books and Pamphlets 


(Continued ) 


about each step. It also contains a list 
of equipment needed and advice on 
costs. 

The method suggested is considered 
appropriate to the internal operations 
oi a company and is not intended to 
with presenta- 
tions aimed at dealers, distributor sales 


compete professional 
meetings, or the like. The effectiveness 
0: this procedure is held to be due to 
1 large extent to its informality and 
authenticity. 


Good Reading Rack Service Catalog 


A 12-page catalog has been pub 
lished by the Good Reading Rack Serv- 
ice, 76 Ninth Ave., New York 11, N. Y., 
which contains descriptions and illus- 
trations of 78 booklets on a wide variety 
of subjects. 

These booklets are primarily intend- 
ed for free distribution by companies to 
their employees and are considered par- 
ticularly useful in programs of em- 
ployee education. The subject matter 
includes such fields as economics, 
health, safety, spiritual guidance, and 
social problems. 


The catalog is entitled Booklets for 
Everyone and is further identified as 
Catalog No. 53. It is available without 
charge from the Good Reading Rack 
Service at the above address. 


IBM Automatic Graph Plotting 


Graphic charts, including line graphs, 
point graphs, and bar graphs, can be 
created automatically from punched 
cards, using the IBM Type 407 account- 
ing machine. Horizontal bar graphs can 
be plotted, using the IBM test scoring 
machine. 

A description of these processes is 
contained in a free booklet called JBM 
Automatic Graph Plotting, which is 
available from the Department of Infor- 


mation, Ma- 


International Business 


chines Corp., 590 Madison Ave., New 
Tork. 22, ™, ¥. 


Accouting Terminology Bulletins 


The American Institute of Account- 
ants, 270 Madison Ave., New York 16, 
N. Y. has issued the first of a series of 
bulletins devoted to the subject of ac- 
counting terminology. 

Between November, 1940, and Octo- 
ber, 1949, the Institute published a 
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a New Auto-typist 
to Benefit your Business 


Now, by Pushing Buttons dictating and 
office correspondence bottlenecks can be 
reduced or eliminated entirely. The 
Auto-typist method of automatically 
typing pre-composed letters will not only 
reduce typing time, but more than double 
correspondence output and efficiency 
without requiring extra typists. 


The Personal Touch Well over half of 
general office correspondence is routine. 
Order acknowledgments, answers to in- 
quiries, promotion letters and the like 
that must be manually typed, can be pre- 
pared by Auto-typist 242 times faster 
than any typist, and without error. Yet 
they are as personal as your signature. 


Simple, Easy to Use — Salutations are 
manually typed. Then by pushing the 
button or buttons that correspond to the 


New Auto-typist Model 30-54 
has 30 push buttons for 
automatic selectivity of 

30 letters or paragraphs 


letter desired, Auto-typist takes over and 
types it. Manual insertions of personal 
data can be made in any part of the let- 
ter. No proofreading is necessary and 
you get perfectly typed letters every time. 


Large or Small offices can benefit by 
Auto-typist, for there is a model to suit 
your particular needs. Hundreds of busi- 
nesses, such as banks, insurance compa- 
nies, stores, industries, publications and 
small 1-girl offices, are using Auto-typist 
equipment efficiently and effectively. 
Why not get complete information today 
on how Auto-typist can benefit your 
business. 


Avito-iypist 


AMERICAN AUTOMATIC TYPEWRITER CO. 


World's Largest Manufacturer of Pneumatic Typing Machines 


: ——— 


attached coupon ‘\ 


AMER'CAN AUTOMATIC TYPEWRITER CO. iat ka 
614 No t: Carpenter Street, Chicago 22, Illinois r 


today for Nome 
complete Company and Title 
information on ‘idiom 
Automatic Typing pated 
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Books and Pamphlets 
( Continued ) 


series of Accounting Research Bulle- 


tins. While 


various accounting subjects, eight were 


most of these were on 
concerned with terminology. The con- 
tents of these eight bulletins have been 
restudied and restated in the first of the 
new series of Accounting Terminology 
Bulletins. The other Research Bulle- 
tins have been re-evaluated and issued 
as No. 43 in the previous series, Re- 
statement and Revision of Accounting 
Research Bulletins, which was briefly 
described in the October issue of this 
magazine. 


Postal Kate Chart 

The increased parcel post rates which 
went into effect on October Ist, and the 
air parcel post rates established on No- 
vember 1, 1950 are listed in a new 
chart just released by Commercial Con- 
trols Corp., | Leighton Ave., Rochester 
(a ae o 


eight postal zones and are tabulated at 


The rates are shown for the 


one-pound intervals up to 70 pounds. 

Information on 4th-class rates is also 
included, together with parcel post reg 
ulations. 

The chart measures 15 by 17 inches, 
is printed in large hgures on stiff paper, 
and is obtainable trom Commercial 
Controls for the handling charge of 25 


cents, 


“The boss told us to cut 
figurework costs.” 


{frtscome soaroc 
MODEL ADX 


The only calculator in its 
price range with simultaneous, 
automatic multiplication 

and automatic division. 


“We’re doing it with the 


wd 
Za 


new Marchant Figurematic.” 


ety 


~ 


~ 


~ mnRCH 


The MARCHANT MAN in your phone book will be happy to show you,on 
your own work, how the new FIGUREMATIC will soon pay for itself. Call 
him or mail this coupon with your business letterhead to get your free 


Guide to Modern Figuring Methods . . ..... [J 
Complete Information about the FIGUREMATIC . . . . [J 
MARCHANT CALCULATORS, INC. + 


Oakland 8, California E8 
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Association News 


THE ~RECORDS ADMINISTRA- 
TORS) ASSOCIATION ot Philadel 
phia held its first Filing Conterence 
on October 9 at the Bellevue-Stratford 
Hotel in Philadelphia. During the all- 
day conference, the membership heard 
a series of lectures on various phases 
of records management. 

The principal speakers during the 
morning session were Robert N. Hil 
kert, vice-president of the Federal Re- 
serve Bank of Philadelphia; Douglas 
M. Smith, supervisor of sales photo rec- 
Philadel 
phia; Ford F. Robinson, assistant: sec- 
Miss 
Dorothy Knight, records chiet, Lever 
Bros. Co., New York: and Dr. William 
M. Polishook, assistant dean of Teach 


business 


ords, Remington Rand Inc., 


retary, Curtis Publishing Co.; 


ers College, and director of 
education, Temple University. 

In the 
heard Geoffrey S. Smith, president ot 


afternoon, the conterence 
Girard Trust Corn Exchange Bank, 
Philadelphia: Jack Lilienteid, chief of 
forms control and records service di 
visions, Department of Records, City o! 
Philadelphia; Miss 
chief records analyst, The Shaw-Walker 


Lucille Slayton, 


| Co.; and Miss Margaret O'Leary, rec 


ord management analyst. also of Shaw- 


Walker. 


THE WESTCHESTER CHAPTER 
ot the National Office Management 
Association, which has been growing 
rapidly since its organization — last 
March, has undertaken two publishing 
projects. Beginning in September, the 
chapter has been printing monthly 
bulletins, called “Nomagrams,” for dis 
At the same 
time, the Roster Committee, headed by 
James E. Neary, Jr., of Office Manage- 
ment, has prepared and issued the 


tribution to its members. 


chapter's first printed roster, which, in 
addition to a list of the membership, 
contains photographs, a map of the 
county, an announcement of the 1953- 
54 programs, an organization chart, 
and other organizational information. 


THE OFFICE EXECUTIVES ASSO 
CIATION of New York, meeting for 
luncheon at the Masonic Club on Octo- 
ber 7th, heard William C. Lewis, edi- 
tor of an internal personnel relations 
publication for Dun & Bradstreet. dis- 
cuss the subject, “Adventures in Com- 
munications.” 


November. 1953 


Pps ee, gt Ae ee a) ae _ a pre! - Vee —_- % ue . “35 suonbee PR beonih Soobax; Pe Sie ra) pe i 
a. 
reer RR Y 
_ a | | 
: + \* 
ad ty i ie 
| . *\ 
| ix i> » 4 . 
4 ae a, se 
q aon # . 
. ; \ — / . 7 
7 Sache F 
a a 0, ” hs 0 
‘i Sees 2, osteo | 
a wo : ° hy sd ~ Boks a Fa en j a. ath A a 
Bt e.° ot ° PtH si6, te . ie m 
ty Sue ie ae Ae Oo ; ai. 
i. + Sg BIs Fj Sports |) ret 
J‘ So%e6 Sein” Pa re 
4 vL%o 4 fay. 2 
: eoce $09 9 Og J —— 
%e Sg 0° Bx =z: 
; “in, LIE” Oa Se ff . 
Ps, 0 9 S'4 =. 
7 ‘. ‘i ? |_@' ime le ' 
i he = ; 6 4 reg 
i ; es. @ ie | : 
: —_ °°: aa 
: Ray, — j P 
, | ‘ sn: 
, j the 
a 7 ” 
¢ a . : Bu 
i ; Y aed Ye 
: « rc etti“‘itssSCtr m 
: ni 
" ; \ re 
a yo 
as } an 
a AMERICA’S FIRST de 
. = | 7 
i SJ = | ac 
po Jv 
; Wet e] th 
ee va sas ~ 7 | Yy 
: Whee eeon by 
. . a / Be | 
et a 
a | 
i 
4) } 
™ Ss 
+ ' 
: 9 a . : : = ek t : " — a . ee a ae a 3 ps Pe ao! oy bic 5 * a 
4 Ma 745 ‘ 2 , a? r a3 ~~ anes pt ap as ki , 29 mae. 


THE 
oT. AUSTIN 60 


Xi 


There’s just one thing you forgot 


(...and, unfortunately, it could put you out of business) 


You've taken a last look around the office, 
snapped off the last light switch, flipped 
the lock on the door. 


But if you're like too many businessmen, 
you’ve forgotten something. 


You've forgotten something that could 
mean you're closing up your business, to- 
night—for good. 


You’ve forgotten (or maybe you never 
realized) that unless the safe to which 
you've entrusted your accounts receivable 
and other business records bears the Un- 
derwriters’ Laboratories, Inc. label, it can’t 
be trusted. That, in case of a fire, it would 
act as an incinerator for your records once 
the temperature inside got above 350° F. 
You’ve forgotten (or maybe you never 


realized this, either) that a fireproof build- 
ing simply walls-in and intensifies a fire 
that starts in an office. That you can’t col- 
lect fully on fire insurance without supply- 
ing “proof-of-loss within 60 days”—virtu- 


of the others go through an extremely diffi- 
cult transition period for years after the fire. 


Is today—before you reach for your hat— 
too soon to check up on the risk you may 


ally impossible with records in ashes. 


Can you afford to forget? 


Can you—when experience shows that 43 
out of 100 firms that lose their business 
records in a fire never reopen? And most 


be taking? Too soon to find out how little 
it costs to provide the world’s best protec- 
tion—a Mosler “A” Label Record Safe? 
Consult classified telephone directory for 
name of the Mosler dealer in your city, or 
mail the coupon now for FREE FIRE 
DANGERater. 


% Mosler Safe” 


World's largest builders of safes and bank vaults . 


Since 1848 


. . Mosler built the U. S. Gold Storage 


Vaults at Fort Knox and the famous bank vaults that withstood the Atomic Bomb at Hiroshima 


FREE! FIRE DANGERater. 


Tells you in 30 seconds how 
much protection your vital rec- 
ords need. Easy to use. Accurate. 
Authentic. Based on experience 
with thousands of fires. Figures 
in over a dozen vital factors 
about your business. Mail cou- 
pon for your DANGERater, 
now. Free. No obligation. 


The Mosler Safe Company @ Dep't OM-11, Hamilton, Ohio 


Please send me (check one or both): 

() Free Mosler Fire ‘“‘DANGERater,”’ which will indicate 
my fire risk in 30 seconds. 

(0 Illustrated catalog, describing the new series 
of Mosler Record Safes. 


NAME 


POSITION 


FIRM NAME 


ADDRESS. 


CITY 
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CORBIN Mail Handling equipment puts 
new life into sluggish office mail delivery 

saves time—reduces cost! Used in the 
majority of U. S. Post Offices and in mai’ 
rooms of leading businesses, colleges, uni 
versities, hospitals and other institutions 


CORBIN’S facilities and more than 5( 
years’ experience combined, are your as 
surance of quality equipment at low cost 
We will help you choose equipment to meet 
your requirements. All Corbin Mail Hand- 
ling products are constructed of selected 
hardwoods. Joints are dovetailed and glued. 
Surfaces are smooth-sanded and lacquered 
or varnished. Shipped to you assembled, 
complete with hardware. 


Mail Sorting Table Capacity and ar- 
rangement as required to meet your needs. 


CORBIN OFFERS WIDE 
VARIETY OF MAIL 
ROOM EQUIPMENT 


* Work Tables ® 
* Key Cabinets 

* Storage Cabinets 

* Sorting Tables 

* Bulletin Boards 

* Portable Tables 


Send for 
Illustrated Catalog 


Corbin Wood Products Division Dept. 16 | 


The American Hardware Corp. | 
New Britain, Conn. | 


| Please send illustrated literaturc and prices on 
Corbin mail handling equipment. 
' 


Name entails | 
Firm | 


Address a| 


Association News 
(Continued) 


THE CONTROLLERS INSTITUTE 
OF AMERICA has elected George W. 
Schwarz, vice-president and treasurer 
of Wyandotte Chemicals Corp. to the 
presidency. 

New vice-presidents are Richard H. 
Doe, of United Properties, Inc.; C. R. 
Fay, of the Pittsburgh Plate Glass Co.; 
Joseph T. Foerth, of The Bassick Co.; 
A. D. Harder, of the Southwestern Life 
Insurance Co.; Alvin Kropf, of R. L. 
Polk & Co.; C. J. Kushell, Jr., of the 
Port of New York Authority; C. C. 
Lay, of The Wheland Co.; Wilson K. 
Minor, of the Standard Oil Co. of Cali- 
fornia; R. W. Sandburg, of The An- 
drew Jergens Co.; and Charles H. 
Yardley, of the Penn Mutual Life In- 
surance Co, 


~ 


) 


Louis W. Jaeger, of Avon Products, 
Inc., and Stuart W. McLaughlin, of the 
West Virginia Pulp and Paper Co., 
were re-elected treasurer and assistant 
treasurer, respectively. 

The Institute also elected thirteen di 
rectors, including James L. Peirce, vice- 
president and controller of the A. B. 
Dick Co., Chicago. 


THE NEWARK CHAPTER of the 
National Office Management Associa- 
tion held its regular monthly dinner 
meeting at the Military Park Hotel in 
Newark on October 15. Dr. Lester H. 
Clee, president of the New Jersey Civil 
Service Commission, spoke on “The 
Importance of the Individual.” 


THE CONTROLLERSHIP FOUN- 
DATION, INC., has announced that it 
has elected Allen Lester Fowler to its 
presidency. 

The Controllership Foundation, Inc., 
is a research arm of the Controllers In- 
stitute of America. Mr. Fowler is con- 
nected with Day & Zimmerman, Inc., 
of Philadelphia. He succeeds Walter B. 
Gerould, vice president and controller 
of A. G. Spalding & Bros., who con- 
tinues as a trustee. 

]. McCall Hughes, vice president and 
controller of Mutual of New York, and 
Thomas ]. Tobin, vice president of 
finance and accounting for the Erie 
Railroad Co., were made vice presi 
dents. |. Howard White, vice president 
and controller of the Shell Oil Co., and 
Frank EF. Wentworth, secretary of the 
Ward Baking Co., were re-elected con- 
troller and treasurer, respectively. 


OFFICE MANAGEMENT 


But why MEN over 45? 


Our doctors still don’t know 
why, but if you are a man 
over 45 you are six times as 
likely to develop lung cancer 
as aman of your age twenty 
years ago. They do know, 
however, that their chances 
of saving your life could be 
about ten times greater if 
they could only detect can- 
cer long before you yourself 
notice any symptom. (Only 
1 in every 20 lung cancers is 
being cured today, largely 
because most cases progress 
too far before detected. ) 


That’s why we urge that you 
make a habit of having your 
chest X-rayed every six 
months, no matter how well 
you may feel. The alarming 
increase of lung cancer in 
men over 45 more than jus- 
tifies such precautions. Far 
too many men die need- 
lessly! 


Our new film “The Warning 
Shadow” will tell you what 
every man should know 
about lung cancer. To find 
where and when you can see 
this film, and to get life- 
saving facts about other 
forms of cancer, phone the 
American Cancer Society 
office nearest you or simply 
write to “Cancer” in care 
of your local Post Office. 


American 
Cancer 


Society 
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TAPE CORPORATION. NEW BRU 


TEXCEL 


“tops in tape’ 
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Products of the following manufacturers are in use in one or 


more of the six top offices honored this year 


This list ts based on information currently available, 


Office Equipment 
All-Steel Equipment Inc., Aurora, Ill. 
Amencan Dryer Co., Philadelphia 
American Photocopy Equipment Co., 

New York 
Art Metal Construction Co., Jamestown, N.Y. 
Autocall Co., Shelby, Ohio 
The Bircher Co., Rochester, N.Y. 
Charles Bruning Co., Teterboro, N. J. 
Buffalo Fan Co., Buffalo, N.Y. 
Commercial Controls Corp., Rochester, N.Y. 


ee 


Corry -Jametown Mtg. Corp., Corry, Pa. 
Dayton Seale Co. 

Diebold, Inc., Canton, Ohio 

The Ebeo Mtg. Co., Columbus, Ohio 


Ferns Business Equipment, Ine. Stratford. 


Conn. 

Fildex Co. 

Filtrine Mfg. Co., Inc., New York 

Gates Associates, Rochester, N.Y. 

Interior Steel Equipment Co., Cleveland 

International Business Machines Corp., New 
York 

Johns-Manville Corp., New York 

Lyons Metal Products Inc., Aurora, Hl. 


Monarch Metal Products Inc., Mount Vernon, 
2 N. Y. 
% P.O. Moore, Ine., New York 
: Mosler Sate Co.. Hamilton, Ohio 
National Vuteamzed Frbre Co., Wilmington, 
Del. 
ee Ozalid, Johnson City, N.Y. 
: Peerless Steel Equipment Co., Philadelphia 
Photostat Corp., Rochester, N.Y. 


Hes Pitnes 


Bowes, Inc., Stamford, Conn. 
Pres-To-Line Corp. of America, Los Angeles 
Pyrene Mtg. Co., Newark, N. J. 

Record Files, Ine., Wooster, Ohio 

Rite Line Corp., Washington, D. C. 
Shaw-Walker Co., Muskegon, Mich. 


Stromberg-Carlson, Rochester, N.Y. 

7 Fab Products Co.. San Francisco 
Halses W. Taylor Co., Warren, Ohio 
Fel Autograph Corp... New York 
Voledo Seale Co., Toledo, Ohio 
Webster Electric Co., Racine, Wise, 
Westinghouse Electric Corp, Boston 
Office Furnishings 
Bigelow-Santord Carpet Co., New York 
Federal Seaboard Verra Cotta C rp., New 

Yor! 

The Georgia Co., Ine.. New York 

“i Gillisten Kinlock Carpet 

i 


te Hamilton Venetian Shade Co. Pittsburgh 
Knoll Associates, New York 


Suppliers’ list—“Office of the Year” award winners 


and does not purport to be complete 


James Lees & Sons Co., Bridgeport, Pa. 
M. J. Ratter Co. 
W « J Sloane Co., New York 


Office Furniture 
Alma Desk Co., High Point, N.C. 


American Fixture Co., St. Lours 


Art Metal Construction Co., Jamestown, N.Y. 


Max Blau & Sons, Newark, N. J. 


The General Fireprooting Co.. Youngstown, O. 


The Globe-Wernicke Co., Cincinnati 

W. HH. Gunlocke Chair Co. Wayland, N.Y. 

Hamilton Mtg. Corp.. Columbus, Ind. 

Hoosier Desk Co., Jasper, Ind. 

Knoll Associates, New York 

Leopold Co... Burlington, Lowa 

Metal Othee Furniture Co., 
Mich. 

Herman Miller’Co., Zeeland, Mich. 

The Milwaukee Chair Co., Milwaukee 

Myrtle Desk Co., High Point, N.C. 

Security Steel Equipment Corp., Avenel, N. J. 

W x J Sloane, New York 

Stow x Davis Furniture Co., Grand Rapids, 
Mich. 

Yawman & Erbe Mtg. Co.. 


Grand Rapids, 


Rochester, N.Y 


Office Supplies 

Autopoint Co., Chicago 

Caleu-Tax Corp., New York 

Cel-U-Dex Corp., Brooklyn, N.Y. 

Walter G. Gies Co., Crownsville, Md. 

Hammermill Paper Co.. Erie, Pa. 

Kee Lox Co.. Rochester, N.Y. 

Miller-Bryant-Pieree, Aurora, Hl. 

Moore Business Forms, Inc... Emeryville, 
Calit. 

Bert M. Morris Go., Los Angeles 

National Litho Forms Co., Cleveland 

Old Town Corp., Brooklyn, N.Y. 

Polar Mfg. Co.. Philadelphia 

Standard Manitold Co 

Wilson Jones Co. Chicago 

Wilson Memundex Co.. Rochester, N.Y 


. Chicago 


Structural 
Air Retrigeration Corp... New York 
Appleton Electric Co... New York 
Armstrong Cork Co. Lancaster, Pa 

Co.. Inc.. New York 
Wb. Caldwell Co., Inc., Loursville, K 
Svracuse, N.Y 
Lighting. Ine... New York 


balward F. Caldwell 


Carner Corp., 


Centur 


Cold Cathode Lighting Co., Long Istand City. 


a 
The Colorado Fucl x Lron Corp.. Denver 
Columbia Electric x Mtg. Co. Spokane, Wash 
Davbrite Mfg. Co. St. Loouts 


OFFICE MANAGEMENT 


Eastern Lighting Products, Brooklyn, N.Y. 
Fold-Door Co. 


General Electric Co., Bridgeport, Conn. : 


bdwin F. Guth Co., St. Louts 

Haughton Elevator Co., Toledo, Ohio 

Holophane Co., Inc... New York 

Johns-Manville Corp., New York 3 

Korda Industries, New York 

Lightolier, Jersey Catv, N. J. 

Mastic Tile Corp, of America, Newburgh, N.Y. 

Minneapolis-Hones well Regulator, Minneapolis 

Ous Elevator Co., Harrison, N. J. 

Pittsburgh Corning Co., Pittsburgh 

Pittsburgh Plated Products Co., Pittsburgh 

Pree Brothers, Inc., Chicage 

Rambusch Light Co... New York 

Revere Electro Mig. Co. New York 

Russell x Stoll Co.. Inc.. New York 

Silvray Lighting Inc.. New York 

Smitheraft Lighting Div., Chelsea, Mass. 

Dallas 

The Tile-Tex Div., The Flintkote Co., 
Chicago Heights, Pl. 

U.S. Gypsum Co... New York 


Westinghouse Electric Corp., 


Vexlite, Inc., 


Boston 


Typewriters and Office Machines 

Addressograph-Mulugraph Corp., Cleveland 

American Type Founders, New York 

Bostitch, Westerly, R. 1. 

Burroughs Corp., Detroit 

Commercial Controls Corp., Rochester, N.Y , 

\. B. Dick Co., Chicago 

Dictaphone Corp.. New York 

Ditto, Inc., Chicago 

Thomas A. Edison, Inc., W. Orange. N. J 

Frden Calculating Machine Co.. Ine., 
San Leandro, Calit. 


Gestetner Dupheator Corp. Yonkers, N.Y 


International Business Machines Corp. N.Y. 

Marchant Calculating Machine Co.. Oakland, 
Calif. 

Mimico Mtg. Co. New York 

Monroe Calculating Machine Co.. Orange. 


| 
The National Cash Register Cx 
Old ‘Town Corp.. New York 


Pitnes -Bowes, Ine... 


Davton, O 


Stamtord, Conn 

Remungton Rand Inc.. New York 

Roval Typewriter Co.. Inc... New York 

» Syracuse, N.Y 

Standard Dupheating Machine Co., Everett. 
Mass 

The Todd Co., Inc., Rochester, N.Y 

Underwood Corp.. New York 


Adding Machine Co. New York 


South-Corona Ine 


Victor 
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REYNOLDS & REYNOLDS PRECISION MADE 


ACCOUNTING MACHINE FORMS 


-REYNOLDS& REYNOLDS 


SALES OFFICES IN MOST PRINCIPAL CITIES 


November. 


sa VS ee 


.»- ASSURE YOU OF MAXIMUM 


ACCOUNTING MACHINE EFFICIENCY! 


PERFECT REGISTRATION GUARANTEED... Reynolds & Reynolds 
highly skilled specialists assure you of precision made accounting ma- 
chine forms. 

QUALITY FORMS AT LOW COST... mass production and an exclusive 
new process make Reynolds & Reynolds the leader in accounting 
machine forms production. This know how and efficiency, gained 
through years of experience, saves you money. 

PROMPT DELIVERY . . . special high speed presses and systematic 
handling guarantees prompt delivery of custom made forms. A large, 
complete stock of standard forms is always ready for immediate delivery. 
COMPLETE SOURCE OF SUPPLY .. . Reynolds & Reynolds can furnish 
binders, indexes, carbon paper, filing trays, stands and your other print- 
ing requirements. 


Reynolds & Reynolds is 
headquarters for all Accounting 
Machine Forms! 


Pare 
DL J0Uea, 


The Reynolds & Reynolds Co. 
800 Germantown St. 
Dayton 7, Ohio 


Please send me complete information on Reynolds & Reynolds 
Accounting Machine Forms 


Make of Machine Model 
Company iii 
BUSINESS FORMS SINCE 1866 Firm Name 
’ oO H It O Address 0 
City State 
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TELLS HOW TO 
FIT PAPER OR 
CARD TO YOUR 
RECORDS JOB 


ers anil 
Inver Corts 


ee 


ERE’S the inside story on how papers 


and index cards are made so they'll | 


stand hard wear. Whether your problem 

is wear from constant use, or deteriora- 

tion from age, this booklet will tell you 
how to select the right paper or card. It’s 
called “Papers and Index Cards that Wear 

Better and Last Longer”. Whatever your 

record-keeping or accounting needs, Par- 

sons ledger papers or index cards will do 
the best job for you. Here’s why: 

Pm You can have “color-control” ® by 
having cards and sheets, for each pur- 
pose, in matching colors. 

® No strained eyes if you use Parsons 
paper, with its special no-glare surface. 

» Whether erased by rubber, scratcher or 
chemicals, these papers and cards will 
have a smooth surtace, the same color. 


® You choose from a wide variety of | 


weights, sizes, colors and strengths— 
so you get just what you need, and 
economically. 

® Parsons papers and cards are built for 
bookkeeping—machine or hand —be- 
cause we've studied the requirements 
of systems of posting and using, and 
made the paper fit the need. 

® Parsons papers and cards are made 
with tough, flexible new cotton fibers. 
Precision controls in processing and 
sheet-by-sheet inspection guarantee 
high and consistent quality. Yet Par- 
sons prices are down there, grade for 
grade, with the others. 


Get Booklet on Selecting Right Paper 
Many cheaper papers can be had, but you 
know what a mess you can get into by 
trying to “shave” a few cents. /t's the 
labor in accounting and bookkeeping that 
costs real money. Good—but not expen- 
sive—materials, like Parsons papers and 
cards, more than pay their way, They 
save labor because they’re easier to work 
with. Send today for your free copy of 
our booklet that tells how and why. 


[RARSONS 


1853-1953 


© PP Co, 1953 


PARSONS PAPER COMPANY 
DEPARTMENT 118 
HOLYOKE, MASSACHUSETTS 


Please mail me, without cost or obligation, your 
booklet on getting the right paper or card for 
each job. 
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People in the News 


MONROE CALCULATING MA 
CHINE CO. has announced, through 
Alfred B. Connable, 
Jr., two executive promotions within 


Board Chairman 


the company. 
Fred R. 


has been 


Sullivan 
named 
president. Previously 
he had been execu 
tive vice president. 
Mr. Sullivan started 


with Monroe 20 


years ago as a factory 


Fred R. 


Sullivan 


cost clerk, and his 
subsequent posts in 
cluded assistant secretary, controller, 
and assistant to the president. 
W. G. Zaenglein, who has been Mon 
j roe’s president, is ad 
vanced to a newly 
created position in 
the company, that of 
| vice chairman of the 
board. The new post 
,Was crea’ d for the 
specinc purpose ol 
the 


company’s sales 


strengthening 


W. GC. 
Zaenglein - ? ‘ 
veffort. Mr. Zaenglein 
has been with the organization for 34 


years and has had considerable experi- 
ence in high-level selling. 


MATTHEW M. GOUGER has been 
elected vice president and director of 
personnel relations of General Aniline 
& Film 
recently, 


Corp., it was announced 
Mr. Gouger joined General Aniline | 
in February, 1949 as manager of indus 
trial relations for the General Aniline 
Works ( Dyestuff and Chemicals) Divi 
sion. In January, 1950 he was appoint: | 
ed director of personnel relations for | 
the entire corporation. 
Before joining General Aniline, Mr. | 
Gouger was vice president and director | 
of the Glenn L. Martin Co. of Balti- 
more. Previously he had been director | 
of personnel relations for Trans World | 
Airlines and Pittsburgh Plate Glass Co. | 


JOSEPH G. RYAN has been appoint: | 
ed sales manager of the Duplicopy Co., | 
Chicago, manufacturers of duplicating 
machines and supplies. 

Mr. Ryan has previously been sales 
manager of Master Addresser, of Min- | 


neapolis and general manager of the | 
Chicago office of the Gestetner Co. 


OFFICE MANAGEMENT 


A New Principle... 
"RIGHT-WAY" 


INKER 


Is your Office still using the old 
style, felt and cloth ink pads? The 
ones that need replacing with a few 
months’ usage??? 

Now ... a new type inking surface 
with Automatic Ink Fountain plus 
New Ink of unusual character and 
quality, produces Remarkable Effi- 
ciency with Clarity and Neatness of 
outline from imprinting, with rubber 
stamps—Impossible in the Past! 

Your first cost is the last cost! Guar- 
anteed to give 5 years of continuous, 
satisfactory performance. Sent Post- 
paid on ten days trial. Priced at $2.95. 

Available in 5 colors: Black, Blue, 
Purple, Red or Green. 

Write for quantity discounts and 
catalogue of other Time and Money 
savers for the office. 


HERALD SALES 


P.O. Box 1753 Fort Worth 1, Texas 


how did Millie get 
out in the hall? 


Millie’s out in the hall because somebody fluffed 
when planning office space. When it came down 
to brass tacks, there wasn’t room for Millie. 
When you use Chart-Pak Office Templates, you 
can’t go wrong—and the cost is negligible. Do 
your own office planning the easy, foolproof way 
—use Chart-Pak Templates—preprinted templates 
for everything—you can stick ‘em down and pick 
them up again. You'll do a professional layout 
job. Chart-Pak materials also available for 
-_~ organization and flow charts; plant 
‘az.) layout and graphing kits. Write for 


r 
| CHART-PAK, INC. 

1 102G Lincoln Ave. Stamford, Conn. 
Rush that Chart-Pak information to: 

} Name 

| 

| 

| 

1 

c 


City State __ 
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Stack ‘em High! 


BERGER 


a) ee ® STEEL TRANSFER CASES 


\ 


Here’s a full 2536 inches 
of clear filing space. 


These drawers open 
easily. No binding. 


There is no satisfactory 
substitute for the Berger 
reinforced channel frame 
construction. 


Fiing at transfer time can go more smoothly than you 
ever thought possible. Berger Steel Transfer Cases— 
with their original heavy channel frame construction— 
are extra strong, extra rigid, extra durable. That means 
you can stack ‘em high without crushing the bottom 
case contents. It means you can load them up and 
drawers will open and close freely to make contents 
instantly available at all times. It means that your busi- 
ness records have the unequalled protection of steel. 


Protect records against 
moisture, fire, vermin. 


[ns 


Berger cases lock both 
vertically and horizontally 
assuring rigid stacking. 


Office equipment dealers are showing Berger Steel Trans- 
fer Cases now—in sizes for ledger sheets, legal forms, 
letters, invoices, checks, and tabulating cards—all made 
by the company which has furnished business with more 
channel-reinforced steel transfer units than any other 
manufacturer. Write us for names of dealers nearest you. 


How’s this for space- 
saving high stacking? 


BERGER MANUFACTURING DIVISION 
REPUBLIC STEEL CORPORATION 
1038 Belden Ave. s Canton 5, Ohio 


! 4 
STEEL OFFICE 


EQUIPMENT 
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People in the News 
(Continued ) 


HAROLD DASH has been appoint- 
ed sales manager of the portable type- 
writer division of L. C. Smith & Corona 
Typewriters Inc., according to an an- 
nouncement by Vice President J. B. 
McCormick. Mr. Dash succeeds John J. 
McCormick, who died on August 24. 

Mr. Dash is a graduate of Northwest- 
ern University. After Navy service dur- 
ing the war, he joined Smith-Corona in 
1947 as a retail salesman. Advancing 
in sales work, he became acting sales 
manager of the portable typewriter 
division last April. 


There’s nothin’ like color to stop 
‘em cold and get ’em reading. 
And there are no better colors 
(for stopping) than the wide 
range of attention-compelling 
hues in Eastern office duplicating 
machine papers. Pinks, blues, 
greens ... a whole rainbow to 
choose from. 

And whatever Eastern paper 
you choose, you’re assured a pa- 
per that will run well, look well, 
have a quality feel... and, gen- 
erally, make life easier and office 
duplicating work better. 

Try it for whatever process you 


kk. L. PHY has been appointed man 
ager of methods and procedures tor the 
Westinghouse Electric Supply Co., ac 
cording to an announcement by Presi- 
dent J. F. Myers. The position has only 
recently been created. 

Mr. Phy comes to Westinghouse 
from the Continental Can Co., where 
he was manager of systems and _pro- 
cedures. He attended the Baltimore 
School of Accounting and Johns Hop 
kins University. He is an instructor 
at New York University’s Management 
Institute. He is a past president of the 
New York Chapter of the Systems and 
Procedures Association and a member 
of the Society for the Advancement of 
Management. 


Jawa 
¥. 


use. There’s an Eastern paper 
especially engineered to deliver 
top performance and clear, clean 
impressions. 

Eastern makes the following 
seven papers for office work: At- 
lantic Duplicator, Atlantic Bond, 
Atlantic Mimeo Bond, Atlantic 
Opaque, Manifest Bond, Mani- 
fest Mimeo Bond and Manifest 
Duplicator. 

For sample Sheets or Packets, 
ask your local Eastern paper 
merchant or write Eastern Cor- 
poration, Bangor, Maine. 


yAQ 


ATLANT!12 BOND VQWUttss PAPER IE 


MADE BY EASTERN CORPORATION + BANGOR, MAINE 


EASTERN 


THE DICTAPHONE CORP., at a 
regular meeting of the board of direc- 
tors, has elected C. K. Woodbridge 
chairman of the 
board and chief exec- 
utive officer. 

Mr. Woodbridge 
was the company’s 
first president after 
its incorporation in 
1923. He will have 


general control and 


Wenticlies management of the 
firm's operations. 


At the same meeting, Lloyd M 
Powell was elected president. He 
moves up to his new position from the 
vice presidency in charge ot sales, a 
post he had held 
since 1950. 

Three new direc- 
tors were also elected 
to the board. These 
were W. Arthur 
Howell, of Breed, 
Abbott) & Morgan; 
T. H. Beard, Dicta- 


, : Lloyd M. 
phone's vice presi- Powell 


dent of research and 
production; and Mr. Powell, the new 
president. Mr. Beard also became a 
member and vice chairman of the 
executive committee. 


SOUNDSCRIBER CORP. of New 
Haven, Conn., manufacturer of dic- 
tating equipment, has made two new 
appointments, according to an an- 
nouncement from Vice President R. W. 
Davidson: 


Thonsas A, Farrell, ]r., formerly gen- 
eval service manager, has been ap- 
pointed branch manager of the com- 
pany'’s subsidiary office in Houston, 
Texas, and Albert W. Hesse has suc- 
cecded him in the New Haven office. 

Mr. Farrell has been with Sound- 
Scriber since 1946. He was educated at 
Boston University and Massachusetts 
Institute of Technology. Previously he 
was a sales engineer for the Quaker 
State Oil Co. 

Mr. Hesse joined SoundScriber in 
1942. He has served as a field service 
engineer and as assistant general serv- 
ice manager. 


VERN D. CASSELBURY has been 
appointed advertising and sales promo- 
tion manager on the staff of Cullom & 
Chertner Co., printers, lithographers, 
and publishers of Nashville and 
Atlanta. 
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E. H. Conarroe. former 
president of NOMA, 
dies in New York 


Elvin H. Conarroe, manager of the 


policyholders service bureau of the 
Metropolitan Lite Insurance Co., died 
of a heart attack in his office on Oc- 
tober 14. He was fifty-seven. 

Mr. Conarroe was a former president 
of the National Office Management As- 
sociation. He was also a member ot 
the board of directors of the American 
Management Association. On the 
morning of his death he presided at 
the tinal session of the AMA’s Office 


Elvin H. Conarror 


Management Conterence at the Hotel 
Astor. 

The National Office Management 
Association gave Mr. Conarroe its 
Leflingwell medal in 1945 for his con- 
tributions to the field of office manage- 
ment. 

He had been associated with Metro 
politan Life Insurance Co. since 1927 
and had also been a faculty member of 
the School of Commerce of New York 
University. 

Mr. Conarroe is survived by his wife, 
three sons, and two daughters. One of 
the sons, R. R. Conarroe, is staff direc- 
tor of the Public Relations Division otf 


NOMA. 


Walter A. Radke dies 


Walter A. Radke, vice president 
and treasurer of the Nekoosa-Edwards 
Paper Co., of Port Edwards, Wisc.. 
died suddenly on September 8 after a 
heart attack. He was 54. 

Mr. Radke was a native of Colum 
bus, Wisc. He entered business as a 
bookkeeper at the Nekoosa State Bank 
in 1914, advancing to the presidency in 
1933. He held this position until his 
death. 

Mr. Radke became a director of the 
paper company in 1948. He was made 
treasurer in January, 1949, and was 
elected vice president last July. 

He is survived by his wife and three 


sons. 


; Higher quality— 

ar lower price 

’ 7 

Fast, accurate, 
easy to operate 


Service 
‘immediately 

al ailable 
—seldom required 


SK about our 6 col- 
umn model, capacity 
$99,999.99, with same 
features and construction 
vas model illustrated . . . 
ra full scale Adding-Calcu- 
2 at $225.00. 


PHONE, WRITE OR WIRE FOR 
AN EARLY DEMONSTRATION 


PPLUS 


COMPUTING MACHINES, INC. 
5 BEEKMAN STREET, N. Y. 38 
Rector 2-0045 


CALCULATOR 


i e s 
 wiltshire modern 
Here's a desk that gives impressive dignity to any executive office, and at the 
same time provides omple, comfortable working area for a staff conference 
" . . . eliminating separate conference room. : 
: Its big, beautiful top provides a working space approximately seven 
feet by four feet . . . including a 9” overhang on three sides for leg 
: . comfort when used for conferences. 
S “Stan This desk headlines a complete group of matching, functionally 
eh styled office pieces. Ask to see “Wiltshire Modern 
y. “ by Imperial” at your dealer's . . . NOW! 
7 
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“pom » WRITE FOR: 
desk company : aN Office planning guide, featuring furniture 
EVANSVILLE 7, INDIANA Peg cut-outs, floor graph, and decorating hints. 
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Aleoa— 
(Irom page 33) 


intervening air space, which insulates interior offices against 
sun glare, temperature, and noise. The windows are made 
completely airtight by an inflatable rubber gasket fitted be- 
tween window and aluminum frame. When cleaning re- 
quires the windows to be rotated on their central pivots, 
the rubber gasket is deflated by a main control key, which 
trees the window to turn easily, Washing completed, the 
wir is pumped back into the gaskets, sealing the windows 
ughtly once again. 

Other noiseprooting measures include flush-type sound 
prooted doors between all offices. Since all lighting fixtures 
and the radiant cooling and heating systems are suspended 
above a hung ceiling, there is a fair amount of open space 
extending over the hung ceilings from one office to the next, 
and this potentially could be a sound transmitting medium. 
This possibility has been avoided by the use of strategically 
placed baffles between suspended and structural ceiling. 

The twenty-ninth and thirtieth floors of the building are 
reserved for top executives’ offices, each of which, with its 
accompanying secretarial office, is paneled in laminated 
wood—walnut, birch, straight-grained oak, mahogany, teak, 
or rosewood, according to the occupant’s preference. Color 
schemes for the executives’ offices have also been determined 
by the individuals concerned aithough the custom designed 
furniture is more or less uniform. 

Perhaps the most spectacular of the building's decorative 
features is the 31st floor “penthouse,” a conference room and 
lounge, bordered by a flower garden and rooftop patio. 


Served by a curved, “floating” staircase of welded aluminum 
from the 30th floor as weil as by elevators, the penthouse 
floor commands sweeping views of Pittsburgh and its sur- 
rounding area from either the terrace or the conterence 
room, since the room’s entire east wall, and a large part ot 
its south wall are glass. 

Facing walls of the 36-toot-long room are rosewood with 
fireplace, hearth, and facing of Italian marble trimmed with 
aluminum. The floor too is marble, while the 18 by 28- 
foot rectangular Ecuadorian rug breaks the color of the 
room with its bright, geometric patterns. The oval con- 
ference table at one end of the room is teak, and 1s sur 
rounded by eight upholstered armchairs. Couches and 
leather lounge chairs complete the furnishings. 


The lounge which adjoins the conference room also has 
a fireplace, and comtortable chairs and couches in which 
to relax. Piped-in music supplies the final luxurious touch. 

Facilities for employees throughout the building are on a 
par with its distinctive design features. Offices of executives 
on the administrative level are smaller than those on the 
29th and 30th floors, but they embody many of the same 
handsome features. Every floor through the building has 
a striking reception toyer, and employee lounges are spa 
cious and comfortable. Small conference rooms are placed 
at strategic points on the various floors. 

Architecturally, too, a great deal of thought and care has 
been devoted to employee comfort and ethciency. The large 
medical department, for example, is placed on the fifteenth 
floor, midway point between the banks of local and express 
elevators, and therefore the most easily accessible spot in 


the building for all personnel. To page 82) 


Smart modern design... 
Timeless good taste... 
Modest price... 


... all are yours in the new 
Jasper Chair “300 Series”! 


sturdy, offered in solid walnut or select oak. 


hyde in a wide color range. 


If you're looking for smart style plus top value, see the 
newest chair styles now being shown by your Jasper Chair 
Company dealer. See the new “Series 300° chairs. trim yet 
See other 
smart styles upholstered in genuine leather of elastic Nauga- 


Youll find a Jasper Chair Company chair for every office 
need... truly “the RIGHT Chair at the RIGHT Price”! 
Visit your dealer now, or write us for complete details! 


“The RIGHT Chair at the RIGHT Price” 


Jasper Chair 


JASPER, INDIANA 


No. 304 
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*Fairfax continuous towels, individual towels, uniforms and other 


pany of Los Angeles. 


linens used by Wilson & Co. are supplied by American Linen Com- 


a 
C tt * . * s s 
otton Towels Help Maintain High Governmental : 
=? i 
° . 7 
Standards of Sanitation at Wilson & Co., Inc. ‘tp 
by 
@ Wilson's Certified Meats and Clearbrook Dairy products enjoy E & 
nationwide public confidence. The Wilson label to the consumer Mee eae 
—— —— means a standard of quality identified with cleanliness and appetizing , 
flavor. Wilson & Co, management protects the trademark’s integrity 
Here’s How by supplementing the high standards of U. S. Government inspection 
Linen Supply Works... with every precaution known, In the Los Angeles plant, for instance, me 
You buy nothing... your all washrooms are supplied with plenty of clean cotton towels ys 
linen supply dealer sup- In addition to maintaining the highest standards of sanitation, -¥% 
plies everything. The low management wants their employees to enjoy the greater comfort i \S 
cost tncindes cubinete, pick- afforded by clean cotton towels. Why not, when the greater comfort we 


up and delivery, provides 
automatic supply of fresh- 
ly laundered towels and 
uniforms. Quantities can 
be increased or decreased 
on short notice. Local serv- 
ice is listed in your classi- 
fied book under SERVI- 
LINEN, LINEN SUPPLY or 
TOWEL SUPPLY. 


Fairtax- Towels 


of soft, absorbent cotton towels costs no more? 
Whatever your towel problem .. . 
institution, office or store . . 


whether you operate a factory 
. you can be sure that soft, gentle, ab 
sorbent cotton towels will do the best job in promoting employee 
morale, building customer good will, increasing tidiness in your 
washrooms and cleanliness among your employees 

For free booklet that tells how cotton towel service will save you 
money and increase sanitation and efficiency. write Fairfax. 64 
Worth Street. New York 13, Dept. D. 


Clean Cotton Towels... 
Sure Sign of Good Management 


A PRODUCT OF WEST POINT MANUFACTURING CO. - 
November, 1933 


WELLINGTON SEARS CO., SELLING AGENTS, 65 WORTH ST., NEW YORK 13 
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Youll be mighty popular when you tie Weldon Roberts Jet 
Erasers on your office Christmas tree and put them on your tree 
and in your Christmas stockings at home. Weldon Roberts 
Erasers will correct the mistakes people always make in writing 
Christmas cards—-and mistakes they make in all kinds of writing 
all “year round. 


Ask your stationer now to show you Weldon Roberts Erasers 
especially suited for correcting writing mistakes made by office 
workers, artists, draftsmen, schoo] students. 


fim) «JET ERASER Convenient evlindrical stick 
eraser in attractive, transparent plastic holder. 
Top unscrews so eraser can be moved outward. 
Red rubber for pencil erasing, gray rubber for 
ink. Pocket clip style for general use. Brush 
whisk style for typists. Refills. Top for typing, 
i accounting, drafting, professional and student 
use. 


f 9000 SUEDE WHISK > 

=F (Weldon Roberts Eraser 

iz Vo. 900 SUEDE with brush 

ii attached). Makes quick, 
clean erasures on any kind 

= of paper. Immensely popu- 
lar because of its softer 
gray texture and _ slightly 
octagonal shape. 


Made in Mow ark, LSA 


4 930 ENSEMBLE 

(Pink & Gray Rubber). A 
combination eraser that does most everything. Handy, bias-bev- 
eled shape. Soft pink pencil rubber joined to soft, gray ink 
eraser. For ink, pencil and crayon erasing. 


WELDON ROBERTS RUBBER CO. 
365 Sixth Avenue Newark 7, N. J. 


World's Foremost Eraser Specialists 


Waldon Robes 
Enranmus : 


Correct Mistakes in Any Language 


(Continued ) 

The medical department includes a reception room, treat 
ment dispensary, rest room, doctor's office, two examining 
rooms, a laboratory, an X-ray unit, and a darkroom. 

On the seventh floor is located the company theatre, which 
has a capacity of seventy, a twenty-foot stage, and a sound 
proofed projection and control room. Television outlets are 
also located on the theatre stage, as they are in most of the 
building’s conference rooms, and in executive offices. 

Communication and distribution center of the office ts 
found at the midpoint of the building, on the fifteenth floor. 
From the mailroom, served by a special freight elevator to 
carry incoming and outgoing mail sacks, two electrically 
controlled dumbwaiters carry mail directly to the reception 
desk on each of the 26 stories of the building occupied by 


Alcoa. It is the company’s boast that these “push button 
carriers” can distribute mail to the top fifteen floors of the 
building within a ten-minute period. 

Telephone communications are handled by an eight-po- 
sition dial switchboard with 33 central office trunks which 
make direct dialing possible between 2,000 phones—70 
within the headquarters building, and more than 1,000 at 
the company’s New Kensington works 20 miles away. In 
addition, seven private network lines serve scattered com- 
pany plants. 

The fifteenth floor communications center also has the 
first functional manual tape relay system in Pittsburgh, 
which furnishes a direct connection between the headquar 
ters and all company district sales offices, branch sales offices, 
and works locations. With 15 leased coast-to-coast circuits, 
the Pittsburgh station can originate messages to all points, 
and also act as a relay center to any point in the 35-station 
hook-up. 

The new Pittsburgh building, with its imaginative use 
of aluminum may very well have set a new building pattern 
for offices across the nation. Because the aluminum skin is 
so much lighter than conventional construction, a lighter steel 
framework for the building is possible. Because total weight 
of facade and skeleton is so much less than usual, building 
foundations do not have to be so massive. Because of the 
thin aluminum skin, too, greater usable floor space is avail- 
able within the building, than would be possible with thick 
masonry walls. The process of construction is simplified 
and speeded because the aluminum panels can be attached 
to the framework from within the skeleton, and because the 
time in which the facade can be applied after the skeleton 
has been constructed is only limited by the size of the con- 
struction crew used. 

The indication of how well the Alcoa demonstration has 
“paid off” can be clearly seen in the number of buildings 
with aluminum “envelopes” that are now being constructed 
in cities across the country. Alcoa, in building its new office, 
was not only meeting a need long realized by the company; 
it was deliberately opening a whole new field in which 
aluminum products would be used. Only time can tell how 
completely successful Alcoa has been in this secondary ob- 
jective, but at the moment the odds seem to be with the 
Aluminum Company of America. 

Alcoa’s new building, then, is more than just a handsome 
new structure on the Pittsburgh skyline—it could very well 
be the first example of a new trend which will change the 
texture and color of American business buildings from 
monochrome stone, and brick, and marble, to gleaming, 
multicolored metal. 
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Mennen— 
(From page 37) | 


across the entire front and, in L-shape, extends along the 
recessed vestibule. The brick which forms the outer walls 
of the building is extended into the interior here, and the 
green tweed upholstery of the furniture and textured gauze 
of the floor-to-ceiling curtains contrast with the mellow brick. 

Dark walnut furniture is used throughout the executive 
offices, with color contrast furnished by use of leather and 
fabric upholstery in bright, lively colors. Particularly im- 
pressive is the office of the president, William Mennen, Sr., 


which has one entire wall covered by a striking photomural 
és made from an airview of Mr. Mennen’s farms in New 
Jersey. Extensive use of walnut and birch plywood panels 


in executive offices adds to their richness, while the board 
of directors’ room has walls of wattled walnut paneling, with 
a lightly pickled finish. 


Restful colors—yellows, greens, and browns—predominat g i 
in the decoration of the employee cafeteria, lending a relax- ee 
ing atmosphere, which is increased by the view of a pleas ia 
ant courtyard seen through floor-to-ceiling windows of clear ae | 
glass. The rear wall, entirely covered by paper in a bam- hs r 
boo trellis design which is plastic covered and washable. oe 
demonstrates again the balance between good looks and “3 
practicality which is so evident throughout the offices. Aas 


But practicality is always based on efficiency, and efficien 
cy in office or plant depends, to a large extent on employee 
comfort, Thus, the entire office (as well as the plant which 
extends behind the administrative building) is completely 
air conditioned. Similarly, continuous strip fluorescent 
lighting is used in all general office areas to furnish—in 
conjunction with the diffused and reflected natural lighting 
from the banded windows—a working light completely 
free of glare and shadows. 


Even the water pool in front of the building, which at first 
glance seems purely decorative, serves a purpose at Mennen 


a 
—water from the pool is siphoned into the plant for process ie 
cooling, and the entire pool represents a secondary source es 
of supply in case of fire. ed 


. The Mennen Company formally opened its new office- 


a 
plant (this is the first time the company has had both manu 
facturing and headquarters office staff under one roof) in 
May, 1953, but already management. feels that it is possible 


to say the new office is an unqualified success. There is 


little doubt that the employees who see their own suggestions | BETTER LIVING 


made a reality in this new establishment would agree with 


the company’s officers. _ Better Living in our homes is perhaps the greatest | 
trend in our times. There is a tremendous market } 4 
| for devices which further this trend towards utility, . es 
| comfort, and convenience. This trend is even carried oe 
Texas— into our working lives, and into our offices. 1B 
(From page 41) | Fine-Rest Chairs can contribute to better living in +d, 
a your office. Fine-Rest Chairs offer utility, comfort, 
building and across its roof. Further contrast is given by | and beauty, and cut your office costs. 
the banding on the ground story which is horizontal rather | Why not write us today for the name of your nearest 
than vertical like the fins on the sides. | Fine-Rest dealer? 
An unusual feature which the Texas building has in com- 
mon with the new Alcoa building in Pittsburgh —this year’s “america's Standard of Business Seating” 


Office of the Year Award winner in its category—is that 
unorthodox but highly practical innovation—pivoted win- 


dows which, because they can be turned so that each side ALUMINUM SEATING . 


17 3. CHERRY STREET °* AKRON 8,OHIO 


in turn can be cleaned from within the building—do away 
° e ° “— . - . nN. SAFE . 29th 
forever with the precarious difficulties of skyscraper window uarne oe. Fo 8° ex pat 
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“You Don’t Have To 
SOFT ROLLER ME 
When You Use The New 


¢YKBE,TYPERITE 


INDEX TABBING With 
Pica Spaced Inserts!” 


Blank Insert 
Strips 


¢ 


For Titles! 


"1 Am 
Accurotely | Saves 56° Typing Time f 
Spaced On Typing 1, 2 or 3 Line Titles 


For @ Typing is Faster, Easier 

@ Always On a Straight Line! 
@ Titles Are Neater, Cleaner! 
@ Ends The Need For Tedious, 


— 


Typewriter Use.” | 


m 4 Fatiguing Soft Roller Work. 
n 

| alco 

d Exclusive! 


Jy 


IT'S THE SPACING THAT DOES IT 


The new AICO TYPERITE TABBING has blank inserts 
spaced exactly 2 and 3 picas deep to permit use of the line 
space lever when typing titles. This ends the need for soft 
roller work when centering or positioning the titles on the 
insert strips. Just set the line space lever for 1, 2 or 3 spaces 
and you breeze right through the job. 


Now, At Your Stationer or Write Dept. 4, For FREE Sample! 


AIGNER 
INDEXES 


97 Reade St., New York 13, N. Y. 
126 S. Clinton St., Chicago 7, HL. 


PLYMOUTH RUBBER BANDS 


OUTSTRETCH ... QUTLAST... OUTSELL. .. ALL‘OTHERS 


@ Bands for Every Purpose 


@ We'll Make Them for <> 


= Guaranteed by 
Your Special Needs Good Rousshooping 


45 aovranstd WS 


LLY DISTRIBUTED AVAILABLE AT YOUR REGULAR SUPPLIER: 
1 Plymouth Standard Bands Made to Federal Specifications 


PLYMOUTH RUBBER COMPANY, Inc., Canton, Mass” 


EE) 


| 


washing. Unlike Alcoa, however, the glass and aluminum 
facade of the Texas building is not composed of die-stamped 


panels, but rather of small opaque rectangles of glass framed 
in aluminum. 

Completely air conditioned, and protected by the alum- 
inum fins from direct rays of the sun for more than a few 
minutes each day, office windows are also supplied with full 
curtains which may be drawn to reduce glare. 

Offices are notable mainly for the generous space 
allotment which gives them an open, uncluttered look, and 
the ingenious placement of electric outlets and telephone 
connections at desk-top level rather than in the baseboard, 
which prevents the underfoot entanglements tound with 
desks in so many offices. Typical of the relaxed and pleasant 
atmosphere that exists through the office is the fact that all 
employees—men and women alike—are permitted to smoke 
at their desks if they wish—a standing office policy. 

The view east from the new building overlooks the French 
Quarter, St. Louis Cathedral, and the harbor. Somehow this 
juxtaposition of the old and the new, this brilliant, modern 
building, and the mellow atmosphere which has made New 
Orleans one of the most beloved of American cities, has been 
captured within the building itselt—a fortunate blend of the 
best of two traditions. 


Brown Shoe— 
(From page 45) 


person going through the main entrance of the office is 
actually on the building’s second story. 

Automatic elevators that do not require an attendant 
simplify interfloor traffic between all three levels. 

On a hot, muggy day in a St. Louis summer, additional 
advantages of the new building become evident. The air in 
every office is cleaned by electrostatic filters and circulated 
through a special air conditioning system utilizing ceilings 
that “breathe”—air is distributed at low, non-draft velocity 
by means of air flow channels along perforated metal panels 
in the ceilings. 

Throughout the building, space and mobility are striking 
characteristics. The interior was designed to allow maximum 
use of movable partitions, permitting a great degree ot 
individual comfort, and easy rearrangement of entire sec- 
tions whenever necessary. Unusually generous space alloca 
tions have also been made for aisles, corridors, and working 
areas. 

Even the auditorium on the third floor serves a variety of 
purposes. It is used as a lunchroom for employees who bring 
their lunch from home; as a recreation room; and as the 
scene of meetings. 

The facade of the new building is conservative in tone: 
variegated red brick trimmed with grey Indiana limestone, 
while the restrained modern design has been planned to 
blend with Clayton’s predominantly Colonial architecture. 
The most striking feature of the building's appearance is the 
great entrance rotunda, the entire front wall of which is a 
curved sheet of aluminum-framed glass. Through the glass 
can be seen the reception area, with its panoramic mural 
which covers the curving rear walls. Two “floating” stair 
cases sweep up the rear walls to the third floor, giving bal- 
ance and symmetry to the whole entrance structure. 

It is an appropriate entrance for a building which com- 
bines the handsomeness and dignity of the past with the 
efficiency and the advantages of the present. 
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Du Pont— 


(From page 38) 
house the 2,400 people being moved trom downtown Wil 
mington, plans were made to create a game preserve, relor- 
estation areas, and recreational areas tor du Pont employees 
on the spacious grounds. Wooded areas surrounding the 
new building were leit intact, except for necessary roads, 
and fire breaks. 


The office building which is the heart of the project ts of 
brick construction with limestone trim, H-shaped, it 1s 
three stories high in one section, four stories in the other. 
It was designed by Voorhees, Walker, Foley and Smith, New 
York. 

The Louviers building (named atter the town in France 
from which the du Ponts emigrated to the United States) 1s 
considered by the present company a full-fledged home office 
unit with the same stature as the Wilmington offices, and 
a center for possible future company expansion. As such, 
its design incorporates a multitude of engineering features to 
make the building flexible in purpose, and as easy to main 
tain and operate as possible. 


Thus, movable metal partitions and cellular flooring give 
maximum freedom in arranging or re-arranging office space; 
complete year-round air conditioning, with provision for 
temperature control in individual offices, insures employee 
comfort; escalators for interfloor traffic instead of passenger 
elevators save time, and prevent bottlenecks in rush hours; 
permanently sealed 5-by 7-foot windows insure good lighting 
and efficient operation of the air conditoning system; an 
employee cafeteria located in a spot commanding the most 
impressive views of the surrounding countryside takes care 
of the employees’ lunch problem. There is even an engi- 
neered solution to window washing: scaffolds, movable 
either vertically or horizontally, are suspended from a mono 
rail which runs completely around the building. 


Within the central building equal care has been taken 
to insure that employees will not be handicapped by the 
move from downtown Wilmington. A branch office of a 
local bank is maintained in the Louviers building, so that 
complete banking service can be offered to company em- 
ployees. The bank will even, through its traffic department, 
arrange rail and air reservations, and sell commutation bus 
tickets. In addition to the central cafeteria, “automat rooms” 
are maintained at various spots through the building for 
refreshments between meals. Even that standard feature 


ot the urban office, the newsstand, has been transplanted. 


Most offices within the building are of the functional 
modular type, and have been built according to plans devel 
oped by du Pont engineers over a seven-year period. There 
are 700 of these units at Louviers, each equipped with a 
combinatien desk, tile, table, cabinet, and bookcase. The 
building also has a meeting room which can accommodate 
60) people, 17 conference rooms which can hold 20 peopl 
each, and 1] conterence rooms for ten people. 


Other innovations in the building include hydraulically 
controlled front doors which can be opened with fingertip 
pressure, and automatic snow-melting devices in front of the 
building entrance. 


Mobility is one of the prime characteristics of the new 
building. Telephone cables are laid in ducts on the floor, 
with multiple outlets to permit the swiftest and easiest pos- 
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Super-Lok [emeieetterr coal 
LOOSE LEAF ) 
BINDER "Seaeeaaas 


Super-Lok Features: 


@ Compresses to given sheet 
capacity. 

@ New, simplified locking 
mechanism that features 
easy operation and removal 
of sheets 

@ Positive locking in any 
capacity position 


fuper-Lok is now being used 
vy the U. S. Gov't. and lead- 


Insert sheets re- 


ng firms from coast to coast. moved by lifting 
from book with 
Can be made to specifications transfer Bar, as 


with various post arrange- illustrated. 
ments from %” to 3” mini- 


mum capacity and allows for 


vO expansion. Available 
with or without window in 
backbone .. . Imitation lea 
ther or canvas. Allows for 
compression to any given 
capacity 


Write today for quotations 
and latest catalog. 


C. 8. Pat. No. 3,568.2 


THE GREATEST NAME IN LOOSE LEAF BINDERS 
M. W. FEDERBUSH, President 


FEDERAL Loose LEAF Corp. 


380 SECOND AVENUE, NEW YORK 10, NEW YORK 


Makes Typing 
Easier, Faster 


TRADEMARK REGISTERED 


Jac-a-desk 


The Amazing Desk Stabilizer 


Typewriters were built to oper- 
ate on a solid, firm base; any 
wobble or springiness upsets its 
precise mechanism. Many type- 
writer platforms are worn and 
wobbly causing skipping, piling, 
poor touch and action . . . in 
many instances, immediately cor- 
rected by JAC-A-DESK. 
JAC-A-DESK expands 

from floor to platform, 

, automatically wedge-lock- : 
H ing into a support as firm ee COMPLETE 
and solid as the floor itself. 
a Typists love JAC-A-DESK 
because it makes typing 

; less tiring, neater, easier 
.. office managers praise Order an ample supply 
its ecomomical efficiency. of JAC-A-DESKS today! 


JAC-A-DESK expands from 16" to 30°'—high 
enough to support standard height desk leaves. 
Up in a jiffy-locks automatically. Non-snag, 
satin-like finish. No protruding locks or handles. 
Sure grip rubber ends. Easy to store. 


GONCO MANUFACTURING COMPANY 
1259 So. La Brea Avenue, Los Angeles 19, Calif. 


\{ 4 Distributed by ali Ames Supply and Shipman-Ward Branches, 
in Canada: United Stationery Company Ltd., Toronto. 
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PRINTED FORMS 
Specialists 


<q STATEMENT — LEDGER 
CARD COMBINATIONS 


SNAP-FREE & PULL OUT 
WV STYLE 1-TIME CARBON 
FORMS 


For bookkeeping machines 
of all makes 


PRINTED FORMS OF 
EVERY TYPE 
a 
Over 33 years of know-how and 
o complete modern plant for 
speed ond intelligent service. 
a 


Write for quotations today on the 
above, and any other printed forms, 


Snap-free or pull-out style. 


paper and envelopes. 
We not only SELL... but SERVE a1 well ! 


ESTABLISHED 1920 


BYGRADE. 


121 VARICK ST., NEW YORK 13, N. Y., AL 5-4530-1-2-3-4 
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ACCOBIND 
@ 


FOLDERS 


+ 


. a“ : 
- ACCO PRODUCTS, Inc. 
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sible changes of instrument locations. The mobile walls and 


partitions make it possible to enlarge or contract almost all 
ofices in a period of a few hours, with a minimum of 
disorganization. 

The Louviers building is not an isolated office of the com- 
pany, but neither is it necessarily the forerunner of a mass 
removal of all company offices from metropolitan Wilming- 
ton. Du Pont, anticipating a continuing growth in the fu 
ture, feels that any further expansion is impracticable in 
Wilmington, and so the Louviers building has been con- 
structed as the nucleus for a complex of additional units 
which are already in the planning stage. 

As such it may well be the prototype of a new develop- 
ment in the rise of suburban offices—the development of the 
office as the center of an employee community, which, in 
addition to being the individual's place of work, serves also 


to meet many of his recreational and aesthetic needs, 


Associated Grocers Co-op— 
(From page 43) 


Emphasis throughout construction has been placed on 
materials and features that would be efficient and would 
simplify maintenance. Floors are cement on reinforced con 
crete slabs, while interior walls make use of the same ma- 
terials seen on the exterior, brick and cedar siding, with some 
painted plaster board walls in addition. Windows extend to 
the ceiling to gain the advantage of natural light for office 
operations, while wide overhangs give protection against sun 
glare. Vent sashes in the windows combine with a ventilat- 
ing system to keep air circulating through the offices. Even 
the corridors benefit by natural lighting through extensive 
use of clerestory and glass partitions within the building. 

Heating, like ventilation, is provided by a split system: 
radiant floor panels plus baseboard heaters in the outside 
walls. Noise control is achieved by using random perforated 
acoustical tile in most offices, while the cafeteria area em- 
ploys fibrous acoustical material between beams. Addi- 
tional sound proofing is also given between major offices, 
and the machine room is further isolated with double glazed 
partitions and insulating batts. 


To keep the sound level comfortable, too, the area housing 
the large general office has been designed with a higher roof 
and ceiling than the executive wing with its smaller, indi- 
vidual offices. 


Color scheme through all the buildings of the develop- 
ment is grey with coral trim; touches of additional color 
are given by brightly patterned draperies at many of the 
windows. 

An unusual and striking feature of the office design is 
the placement of the board of directors’ room on a second 
story from which warehouse and plant operations can be 
observed. The board room level extends from the high-ceil- 
inged central portion of the building housing the general 
offices, over the lobby area in the low-ceilinged executive 
wing, and is provided with a floor-to-ceiling glass wall from 
which the warehouse can be seen. 

A logical extension of the suburban trend for offices, the 
Associated Grocers Co-op buildings prove that imagination 
in building design and the use of non-traditional building 


| materials can produce an office that is distinctive and differ- 


ent with no sacrifice of efficiency. 
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“Office of the Year” Awards 


(From page 28) 


Mennen, Jr. The plaque for the Aluminum Company of 
America, First Award winner in the large office division, 
was accepted on behalf of the company by Lewis P. Favorite, 
manager of Alcoa’s New York district office. 

Officials who accepted the Award of Merit bronze plaques 
for the four other winners were: W. W. Mellen, Engineer- 
ing Department, E. 1. du Pont de Nemours and Company 
for that concern; E, R. Filley, vice president in charge of 
producing operations, for the Texas Company; H. M. Pat- 
ton, Jr., chief engineer, for the Brown Shoe Company; and 
Jerry H. Young, New York representative, for the Associ- 
ated Grocers Co-op. 


Architects who received framed citations from Mr. Me- 
Allister for their work in designing the prize winning offices: 


A. M. Kinney, of A. M. Kinney, Inc., Cincinnati, for the 
Mennen building; Claude E. Hooton, of New Orleans, for 
the Texas building; Perry C. Smith of Voorhees, Walker, 
Foley, and Smith, New York, for the du Pont building; 
Arthur F, Schwarz, Jr., Russell, Mulgardt, Schwarz, and 
Van Hoeten, St. Louis, for the Brown Shoe Company build- 
ing. 

Architects unable to be present at the awards ceremony 
to whom citations were sent were Wallace K. Harrison, of 
Harrison and Abramovitz, New York, for the Alcoa build- 
ing; and Robert Hugh Ross, of Seattle, who designed the 
Associated Grocers Co-op building. 


Citations were also sent to the Pittsburgh architectural 
firms of Altenhof and Bown, and Mitchell and Ritchey, 
which were associated with Harrison and Abramovitz in 
planning the Alcoa building. 


Guests at the luncheon included: Mrs. Page Beauchamp, 
Progressive Architecture; Robert Beeman, Office Manage- 
ment; Robert G. Bertley, Geyer Publications; Fred Borden, 
Advertising Age; Beruard Brussel-Smith, A.N.A. artist and 
designer; Leonard V. Colson, The Mennen Co.; Clydesdale 
J. Cushman, National Association of Building Owners and 
Managers; Miss Jeanne Davern, Architectural Record; A. }. 
Faranda, Aluminum Company of America; James F. Foley, 
American Management Association; John R. Gray, execu- 
tive director, National Office Furniture Association; Alvin 
M. Hattal, Geyer’s Topics; Joseph Hochfeld, Geyer Publi- 
cations; Claude E. Hooton, Jr.; Adm. George F. Hussey, 
managing director, American Standards Association, Inc.; 
Hans G. Knoll, president, Knoll Associates, Inc.; Mrs. Hans 
G. Knoll, Knoll Associates, Inc. 

Also, Louis A. Lang, National Machine Accountants As- 
sociation; Rudolph Lang, managing director, National Busi- 
ness Show; William L. McCague, Aluminum Company ot 
America; George Mennen, vice-president, The Mennen 
Company; Walter H. Miller, president, National Stationery 
& Office Equipment Association; James E. Neary, Jr., Office 
Management; G. W. Oliver, Jr... president, Office Execu 
tives Association of New York; Eldridge Peterson, editor. 
Printer's Ink; Robert Smith, Office Management; A. C. 
Spangler, National Office Management Association; F. G. 
Steinhilber, Geyer’s Topics; Earl Strong, National Station 
ery and Office Equipment Association; and Hugh Ward, 
Geyer Publications. 
November, 1953 
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Manpower, Inc. em- 
ployees will work for 
you 4 hours or longer— 
days, nights, Saturdays, 
and Sundays. 


Manpower 


1 CAN HELP YOU IN YOUR OFFICE 
OR OURS WITH 


@ Typing @ Calculating 
@ Stenography @ Payroll 
® Bookkeeping @ General Office Work 


The Nation's Largest Temporary Help Service 


“tii manpower, inc. 


WE ARE NOT AN EMPLOYMENT AGENCY 


manpower, inc. and its affiliates operate in Boston @ 
Chicago @ Cincinnati @ Cleveland @ Detroit @ Milwaukee 
@ Minneapolis @ New York @ Philadelphia @ Pittsburgh @ 
San Francisco and affiliated branches Coast to Coast. 


DIXIE "cotor-KeveD” CAPR/ 
Brilliantly conceived member of the striking new Dixie 
“Holiday” series. Wonderful for reception room, lounge, 
show room, office — or home! New square-tube frames in 
satin-steel, or your choice of seven decorator colors in 
“EPON.” Covers available in rich “Color-Keyed” tones to 
blend with frames. Coil-spring seats, backs. 


Color- Keyed, > 


send % ation a oO 
ecific 
sess, | DIXIE CHROME 
vir ne opotl- ee © PRODUCTS 
s- 
” oft 
sigetio™ Division of Southern Consolidated Mig. Corp. 
course Irving (DALLAS COUNTY) Texas 
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No USE 
LOOKING, 
OSCAR.,,,.YOu 
CAN'T SEE My 
PAYCHECK 
ROUGH THIS 


PAYCHECK "OUTLOOK" ENVELOPES 
Eliminate Time and Expense of 
Addressing, also Chances for Errors 


Paycheck “Outlook” Envelopes are absolutely opaque; essen- 
tial when wages are paid by check: Nothing shows but the 


employee’s name. This improves personnel relations. 


THE N—you'll want to use “Outlook” envelopes for other 


purposes. All sizes and styles, with your choice of either 
glassine or cellulose transparency. 


Write for samples and prices. 


 QUTLOOK ZNVELOPE COMPANY | 


Originators of “Outlook” Envelopes. Est. 1902 
198 — BLYD., CaMcaso 7, tL. 


¢ FOR ALL TRAVELERS 


by train, bus, plane or automobile, 
whether for pleasure, on private 
business or government service, 


BEACH'S 
“Common Sense” 
Expense Books and Sheets 


are best for keeping track of ex- 
pense. There is a Personal Expense 
Book, too, for records at home. 


Beach Publishing Co. 
7338 Woodward Ave., Detroit 2, Mich. 


CLASSIFIED ADVERTISING 


Rates are I5c a word. Minimum charge $3.00. Payable 
in advance. Address replies to all Box Number ads c/o 
OFFICE MANAGEMENT, 212 Fifth Ave., New York 10, N. Y. 


For Sale or to Buy | Used Equipment 


AL L TYPES OFFICE MACHINE, Filing Equipment Furni- 
Acme- Postin¢ lex. Will pay more than trade-in allowances 


Phone rs Anal 6-2054, National Office Equipment Co., 429 
New York 13, N. Y 


WANTED— 

ture, Kardex, 
Write, Wire, 
Broome St., 


x — X, ACME, 


yinets, Woot 


GLOBE- WERNIC ‘KE, 
anc d steel sograph, 
Tt ays, ilated Reconditior 
dealers We also buy this equipme 


Inc., 7 Waverly Ph wce, 


Yawman-Erbe, Rand Visible 
Cabinets and_ Trays Ledger 
t first class. Speci al prices to 

nt. Universal Office Equipment Co., 
New York, N. Y. GRamercy 3-3741. 


WANTED — ADDRESSOGRAPHS, MULTILITHS, VARITYPERS, 


Mimeographers, Postal Meters, Folding Machines, Calculators, Adding 
Machines, etc. We pay top prices. Write immediately Northway Dis 
tributors, 2621 Ist Ave., Seattle, Wash. 


VISIBLE EQU IPMENT be vught and sold and exchanged. 


We specialize 


1 rebuilt Kardex, Acme, Globe-We ‘rnic ke and Yawman & Erbe visible 

ibinets, as well as other makes | our equipment is fully reconditioned 
und guaranteed. P le ase write and te 1 us whi at equipment you need or 
have for sale Heineman Office Equipment Co., O. M., 4 N. 8th St., 
St. Louis, Mo 


INFORMATION 
SERVICE 


Free to Subscribers 


The Subscriber's Information Department will 
supply you with any information you require 
regarding the source of supply of any office 
equipment, systems. services or supplies. 


Write us whenever you are interested in learn- 
ing the source of any particular office service, 
article of brand name and we will endeavor 
to promptly advise you where it can be located. 
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The Magazine for Office Executives 


212 FIFTHAVENUE NEW YORK 10,N. Y. 
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Statement of Ownership 


STATEMENT REQUIRED BY THE ACT OF AUGUST 
24, 1912, AS AMENDED BY THE ACTS OF MARCH 3, 
1933, AND JULY 2, 1946 (Title 39, United States Code, 
Section 233) SHOWING THE OWNERSHIP, MANAGE- 
MENT, AND CIRCULATION OF OFFICE MANAGE- 
MENT, published monthly at New York, N. Y. for October 


Ly: ioe. 
1. The names and addresses of the publisher, editor, man- 
aging editor, and business managers are: 


Publisher, Andrew Geyer Inc. 


Fifth Ave., New York 10, N. Y. 


(Corporate Name), 212 


Editor, Thomas V. Murphy, 212 Fifth Ave., New York 
10: NX. 


Managing Editor, none. 


Business Manager, Donald McAllister, 
New York 10, N. Y. 


212 Fifth Ave., 


2. The owner is: (If owned by a corporation, its name and 
address must be stated and also immediately thereunder the 
names and addresses of stockholders owning or holding | 
percent or more of total amount of stock. If not owned by 
a corporation, the names and addresses of the individual 
owners must be given. If owned by a partnership or other 
unincorporated firm, its name and address, as well as that 
of each individual member, must be given.) 

Andrew Geyer Inc. (Corporate Name), 212 Fitth Ave., 
New York 10, N. Y. 

Mary A. Geyer, 114 E. 84th St., New York 28, N. Y. 

Donald McAllister, 212 Fifth Ave., New York 10, N. Y. 

Bernard E. Neary, 1521 Zuleta Ave., Coral Gables, 
Florida. 

James E. Neary, Jr., 22 Herbert Ave., White Plains, N. Y. 


3. The known bondholders, mortgagees, and other secur- 
ity holders owning or holding | percent or more of total 


amount of bonds, mortgages, or other securities are: None. 


4. Paragraphs 2 and 3 include, in cases where the stock- 
holder or security holder appears upon the books of the 
company as trustee or in any other fiduciary relation, the 
name of the person or corporation for whom such trustee is 
acting; also the statements in the two paragraphs show the 
afhant’s full knowledge and belief as to the circumstances 
and conditions under which stockholders and security hold- 
ers who do not appear upon the books of the company as 
trustees, hold stock and securities in a capacity other than 
that of a bona fide owner. 


DONALD McALLISTER 


Business Manager 


Sworn to and subscribed betore me this 17th day of 
September 1953. 


WILLIAM B. WIRTENBERG, Notary Public 
State of New York, No. 31-431200 (Seal) 
Qualified in New York County 
Certificate filed with City Register, 

New York County 


Commission Expires March 30, 1955 
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THE HOUSE OF BAINBRIDGE 


After 108 Years of Service 
In the Office Supply Field 


Offers Quality—The "Know-What" 
of Modern Office Needs 


Use As A 


Single Tray 


| 


Build Up As 
Needed—No 
Extra Supports 
Required 


Light—Sturdy 
Durable 


Bright Zinc- 
Plated (With 
Iridite Dip) 


Nationally 
Popular 


E-Z-STAC WIRE DESK TRAYS 


For Full Information on Bainbridge Specialties 
and Our Complete Line of Office Supplies Refer 
to Your Stationer or Write Us. 


BAINBRIDGE, KIMPTON & HAUPT, 


218 Greenwich St. 


INC. 


New York 8, N. Y. 


Keeps Wraps "in press," dry and aired 
—will not tip over. 


This efficient Office Valet {No. S6) 
Costumer provides 6 spaced coat hang- 
ers, 5 ventilated hat spaces and an 
umbrella stand on a triangular floor 
base of 29!/2" x 16". Other units ac- 
commodate 6 or 12 or 24 people. 


Write for bulletin 
complete line of efficient, space-saving 


OV—showing a 


steel wardrobe equipment for factories 


and offices. Everything from small 
knock-down racks to complete “locker 


rooms’ or checkrooms. 


Write for 
Bulletin OV-4 


VOGEL-PETERSON CO. 


1121 West 37th St. + Cnicago 9, Ill. 
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on Bassick 
“Diamond-Arrow” Casters 


on Bassick 
Rubber-Cushion Glides 


on Bassick 
Nomar Cups and Shoes 


Three good ways to protect 
office floors, rugs and furniture 


@ Protect your investment in office floors, rugs and fur- 
niture with Bassick — the world’s largest line of casters, 
glides, cups and shoes. Get them at your office supply store 
or write to THE Bassick Company, Bridgeport 2, Conn. 
In Canada: Belleville, Ont. 29.3.36A 
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see the ASE line 
at your dealers today. 


BETTER BUILT FOR BETTER BUSINESS 


Many companies today are conclusively proving the advan- 
tages of ASE files. ASE offers you more filing capacity per 
unit... greater ease of operation... distinctive design... 
superior construction . . . attractive, permanent Bonderized fin- 
ishes — a long list of exclusive advantages that become more 
and more evident to you in efficient daily service. 


blueprint _ 
file 


chairs 


wardrobe 
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DISTINCTIVE 
SILK 


<8 er 


Here’s a wonderful ribbon that makes a 
good impression on any letterhead. This 
Underwood Corporation Gold Box 
Ribbon is pure silk for extra-long 
service and uniform ink distribution. 


...0n Carbon Paper 


You get such clean, strong carbon copies with 
Underwood Corporation Distinctive ‘‘Non-Curling”’ 
Carbon Papers... you'll always come back for 
more! Treated with special plastic, they transfer 
type impact faithfully and give up to 

50% longer wear. 


Ask for 
Underwood Corporation Supplies 


\ You can’t beat this great pair for beautiful work, convenience and super 
cleanliness. Next time you buy supplies order Underwood Corporation 
Distinctive Silk Ribbons and Distinctive ‘‘Non-Curling’’ Carbon Paper. 
You'll see why “‘business relies on Underwood Corporation Supplies.”’ 


UNDERWOOD CORPORATION 
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